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"The numbered scale edge 
is a time-saver 
and a great convenience" 


.says ADELAIDE SMART 
Secretary to 
Mr. Richard S. Morse 
President of the 
National Research 
Corporation 
Cambridge, Massachusetts 


Successful secretaries like Miss Smart, and those who 
are on the way up, have this in common. They both appre- 
Ciate the value of time. That's why they prefer Webster's 
Micrometric -— the carbon paper that takes the guesswork 
out of letter placement and saves many re-typing jobs. 


The numbered scale edge on every sheet of Webster's 
Micrometric tells at a glance the number of typing lines 
remaining on a page —— you'll never "run over" with 
Webster's. The scale edge helps keep your fingers clean 
when you remove carbons, too. 


You'll find Webster's impressions exceptionally sharp 
and clear. It's no wonder that leading business firms and 
secretarial schools are using it for all typed work! Try 
Webster's yourself. You'll be pleased at the time it 
saves you and at the neat appearance of your work. 


F.$. WEBSTER COMPANY 


17 Amherst Street, Cambridge 42, Mass. 




















Latest in a series featuring Top Secretaries in American Business Firms... including, among others, John Hancock Mutual Life Insurance Co., Thomas J. Lipton, inc., Westinghouse Electric Corp. 





and thousands like her 
_ prefer the Remington 


) LL Conny, 


Today, the Motion Picture Industry -- 
like other key industries throughout 
America -- requires peak output in 
every office to achieve peak, efficient 
studio operation and profitable film 
distribution. That's why M-G-M's Miss 
Ballentine goes for the speed and effért- 
less typing of the Electri-conomy -- 
those 15 clear carbons at a single 
typing -- this handsome “Executype” 

for letters of true distinction that 


will be signed with pride -- and that 


glorious “alive-at-five" feeling be- 


cause electricity does the work: 
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Top Secretary LUCY BALLENTINE 
Secretary to Dore Schary, Vice President in 
Charge of Production at M-G-M Studios, says: 
“Since using a Remington Electri-conomy for my 
work in connection with Mr. Schary’s own pro- 
duction, ‘Mr. Congressman,’ I can readily under- 
stand why so many Top Secretaries depend on 
this superb electric typewriter to get their typing 
done in less time and with so little effort.” 


LY lb GP " ft THE FIRST NAME 
one IN TYPEWRITERS 
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HEN YOU READ “Secretaries 
Overseas nh page 59, you'll 
very likely begin envving this 
month's (¢ er Girl and wish that vou 
too, were off to see new horizons. Miss 
Madeline Mz Laughlin evidently has al- 
ready found satisfaction for her wander- 
lust, for vou see her boarding a Const 
lation en route to a post in the Ameri 
Legation at Bern, Switzerland. 
Miss McLaughlin—top-notch secretary 
is one of the U.S. Department t State s 
“Junior ambassadors” and representativ 
of the cross section ol America sought 
by the Department to sell the American 
way of life to people of countries abroad, 
We wish her every success Ih her new 


assignment. 


IN THE NEWS 





Gregg College a Gift 
to Northwestern University 


GREGG COLLEGE, on f Chicago's 
long-« stablished and best-known secre- 
tarial schools, has been deeded to North- 
western University by its owner, the 
McGraw-Hill) Book ( mpany 

Curtis G. Benjamin president rf the 
Book Company, made the presentation 
in the offices of Dr. ]. Roscoe Millet 
president of Northwestern. The ceremony 


was witnessed by Dr. Payson S. Wild 
vice-president of the Universitv; Ernest 
( Davies, acting dean of the School of 
Commerce; and Roy W Poe, director 
of Gregg College 

After June 1, Gregg College will b 
known as the Gregg Division of | tl 


Northwestern University School of C 
merce and will be moved to North- 
westerns ( hicago campus, W th 
in \ ieboladt Hall 


Classes in secretarial science and_ in 


1 
shorthand reporting, and summer courses 


for business teachers will continue 

be offered. Three programs will be pr 
vided: an Intensive one-vealr ( I rf 
secretarial course, a two-vear executive 
secretarial course, and a two-vear short- 


hand reporting course. Credits earned 
these 


a University degres 


programs may he ipplied tow ird 





Left to right: Mr. Benjamin, Mr. Poe, 
the College deed, Mr. Davies, Dr. Wild 
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OOP MP cima, is 
KEE LOX TIMELY CARBON 


For Those Who Need Many Copies 


——“Es G es oe SEF ot 


20 COPIES 


on a Standard Machine 


ALL 
, s 
Clear and Clean 
* 


NOT 
A SMEAR or 
ROLLMARK 
* 


Automatically collated (ready 
for the typewriter) the Carbon 
between the manifold Sheets 
in Kee Lox patented Kopy 
Aligner Collating Device and 
Box combined. 


ae 
Very easy to use 


WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE PERFECT COPIES 
EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 


SAVE TIME, SAVE ANNOYANCE, SAVE MONEY. 
FILL IN THE COUPON AND PROVE IT. FREE! IN YOUR OWN OFFICE. 





We will send free to any Purchasing Agent, Office Manager or Secretary, 25 Sheets of this 


famous 20 Copy Carbon, your size, in a Kopy Aligner patented Collating Box. Write on your let- 
terhead, please. 


Kee Lox Mfg. Co., Rochester 1, N.Y. Dept. KAS 
ah » | Please send Free Samples and Box as above to 

MAIL TOD En 

| Street City State 
wa : We use machines, please check: 
THAVKS ; Electric Noiseless Standard 

We make copies at one time. 
| Signed Title 
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These handy Dennison items 
will help you save time, cut 
down errors, make work easier: 
SHIPPING TAGS 

METAL RIM AND KEY TAGS 
COIN CAROS 

GUMMED LABELS 
PRES-A-PLY LABELS 
ADDRESS LABELS 
ADDRESSING LABELS IN 
CAUTION LABELS 


AIR MAIL 


SHEETS 


LABELS 
FILE FOLDER LABELS 
> AND ENCLOSUR 





DAY AFTER DAY 


Dewnisow office aids save time and money | @ § 


Dennison makes dozens of “big 
little things” that bring better re- 
sults to hundreds of office jobs 
such as: keeping records, address- 
ing and marking mail, preparing 


file folders, assembling binders, 
mending torn papers. 

Let these Dennison office aids 
simplify and speed your work. Call 
your stationery supplier today. 


Framingham, Mass. 





FOR GREATER EFFICIENCY 


TN: Wt Lebel 


ONE PIECE + ALL METAL 


COPYHOLDER 





Holds Any Copy 
in Full View 


Packed 6 to 


the carton 


The Liberty Copyholder is a simple 
easy-to-use prop. Its balanced de- 
sign holds all copy in full-view at 
sight level. Handsome grey finish, 
size 7 inches wide, 92 inches high, 
with 5-inch base. 

Every office desk can afford one. 
It's Durable, Economical and Effi- 
cient. 


BANKERS BOX COMPANY 


Established 1918 


720 S. Dearborn Street, Chicago, III 
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How to Make 
INVYISJe8Le 
Erasures 


















With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


~FYBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 


oo 
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Pop Whitten, Cake, and 
30 Candles! 
Dr. R. WH. Warrrex, (known as 


to his many 


thirtieth 


“Pop” 
celebrates his 
President — of 


close tric nds 


anniversary as 





\\ oodbury 


College ( Los 
by cutting deep into a cake baked 


by some ot the school’s business students 


Angles, Cali- 
fornia ) 


Orchids to “Miss Central” 


WeE TOOK PART in the big doings at 
New York City’s Central Commercial 
High School recently, when a “Miss 
Central” contest was conducted among 
the senior girls to choose the one who 
best typified the pertect secretary “Miss 


Central” selected at an assembly 


program at which Helen Whitcomb rep 


was 


resented Topay’s SECRETARY as one of 
the judge S. 

The finalists in the contest came 
dressed for a business interview and 


were graded on the suitability of thei 
outfits, on grooming, posture, and poise, 
and on their answers to office-problem 
questions. 

The winner of the “Miss Central” title 
was Ann Kelly, who was presented with 
a beautiful orchid corsage. Second place 
went to Audrey Turner, and third place 


Adeline Casella. 


went to 


JUST CHATTER 


BY TESSIE 





ALL 
end—and so must Spring, a school term, 
and the 54th volume of Topay’s SEcRE- 
rary. Forgive me if that sentence throws 
you for a loop. I’m just trying to say fare- 
well to all my secretary friends (both in 
the field and still in training )—farewell, 


GOOD THINGS must come to an 


that is, until next September, when. we 
will start out anew. 

the summer, Ill continue 
material together that I think 
interested in 


During 
gathering 
vou ll be 
but, if you should come across any bits 
: think I use, | 
certainly appreciate hearing from) you— 
that I a bit during 
the warmer days. And 


hearing about; 


of news you can would 
“siesta” 


Bve 
happy holidays to you! 


just so can 


how. 
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1€ without being too 


— for the visitors you see when I'm "in conference" 


make me see be 


—— for that warm telephone personality that's such a preat 


the company an 





and those you 


ause you know I should 


DULL 


help to 


1 to me 


—— for the publications you read and mark the reports you digest, 


Ssip you 
about things I 


— for the time you took the children to the circus and my 


to the matinee 


—— for somehow giving people in the 


wonderful boss 


proving that with 


~Y ; hi , } xrhH+ 
nhe-——1n a hurry and righ 


ail the wonderful t 


Gratefully, 


Smiling when I need a 


you and my Dictaphone 
IE—MASTER I can be sure that once it's said, 


make me a very happy lower-case lord 


~ + +hic jipac 
er at tnils 1e€SK. 


yVuU A 


tactfully relay, the subtle suggestions you make 


should do or shouldn't 


t} wife 


-— ee 6 GHG hy 


I couldn't make 
ffice the impression that I'ma 


(and somehow giving me the impression you really 


smile and listening when I want an 












i 


efficient and femi- 


obviously either 


hings you are and do 


Like a free reprint of this message, more information about Secretaries’ Week 2 
Just write A.D.B., 750 Graybor Building, 420 Lexington Avenue, New York 17, N.Y. 
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Don’t File It —HANG IT! 


" Oxford PENDAFLEX 
HANGING FOLDERS 
Cut Filing Costs 
20% or More! 


—_— =» Folders hang by 
|| hooks on frame 
—_— Frame fits in 

Pe = file drawer 

See > 






Instant 
reference to 
every folder! 


Send for Catalog 
OXFORD FILING SUPPLY CO., INC. 


Clinton Road «+ Garden City, N. Y. 
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[9M ITTY UNFOILED was 
mae written for you, whether 
you are contemplating a secretarial 
career, are a first-year secretary, or 
a woman with added years of ex- 
perience. This informal portrait of 
the average American secretary 
humorously presents those trials 
and tribulations confronting secre- 
taries everyday. Order your copy 
now — you'll enjoy comparing 
yourself with “Kitty.” 


KITTY UNFOILED 


612 WOOD ST., PITTSBURGH 22, PA. 


Please enter my order for Copies 
of Kitty Unfoiled at $3.75 each. 


NAME 


ADDRESS 


If check or money order is enclosed i } 


postage will be paid. 


156 
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Obit) GOES SHOPPING 





GOT MY FIRS 


burn last week end 


DOSE ot 


and atter 


sun- 
read- 
ing all those sunburn warnings in our 


I 


“Fair and Cool for Summer” article on 
page 476. You'd think I'd know bettet 
But, no! I tried to do it all at once. 
Well, the bonfire at ou picnic wasn’t 
the only thing burning by the time eve- 


ning Came around! 
I wanted so much to get a lovely tan 
on my arms and legs, and I'd even given 


t} 


lem a special beauty treatment with a 
new Helena Rubinstein product so I'd 
look nice at the beach. It’s Nudit. a 


pleasantly scented, easy-to-use cream 
de pilatory to remove any traces of fuzz. 
Just apply it, wait 8 to 15 minutes, and 


Wipe it ff, No 


N° SOONER WE 
4 ot 


articles on 


fuss, no muss, no cuts. 


DO START Our series 


dictating machines 


(see the May issue than new devel- 
ypments begin popping in the field. 
The Gray Manufacturing  ¢ ompany 


(Hartford 1, 


Connecticut ), maker of the 


Gray Audograph, has a new PhonAudo- 





graph that works on the 
as the TeleVoicewriter we 
Several dictators, by having 


same principle 
de S¢ ribed. 
PhonAudo- 
graph units on their desks, can use one 
central dic tating mac hine. The new phone 
unit has buttons that allow the dictator 
to listen to playbacks, indicate corrections 
and letter length, and also to speak with 
the secretary who monitors the central 
dictating unit. 


A NOTHER NEW DEVELOPMENT in the 
dictating-machine field is the Rex 
Recorder, introduced by the American 


Dictating Machine Company. This is 
a new disc-type machine that operates 
on the magnetic principle used in tape 
and wire The 
the machine has these virtues—spot cor- 
rections can be made by dictating over 
mistakes: disc is designed to be reusable 
10,000 times or more; and the magnetic 
recording is free of surface or back- 
ground The Rex Recorder can 
be had in three different units: a dictat- 
ing unit, a transcribing unit with choice 
of headset or foot-pedal; and a combina- 


recorders. company Says 


noise. 
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tion unit for use in either dictating or 
transcribing. For details, write Depart- 





Dictating 
Company, Inc., 65 Madison Avenue, New 
York, NN. ¥. 


ment H, American Machine 


TULL WANT TO GIVE YOUR DAD proof 
\ that your heart belongs to him (at 
the 15th of June!) by marking 
his special day with a thoughtful gift. 
You the 
Father's Day suggestions come 


least on 


mav be interested im some of 


that have 
to my desk. Tussy Cosmetiques has just 
introduced a budget-priced gift set (only 
$1!) that contains two-ounce bottles of 
Fussy <After-Shave Lotion Tussy 
Cologne for Men. Both have crisp, mas- 
culine fragrances and come packaged in 
bright red on a red enamelette tray. 

Gourielli also has wonderful 
“smell” stuff in its line for men—Here’s 
How, for the sophisticated dad, which 
comes in cocktail-shaker packaging; and 
Sport of Kings, for the 
which comes in horseshoe-shaped bottles 
or boot packages. 


and 


some 


outdoors man, 


These scents are available in after-shave 
lotion, shave soap, deodorant tale, and 
colognes. Individual items range in price 


from $1.50 to $3.50. 

y= CANT HAVE TOO MANY white 
gloves, especially in summer—and 

especially when they're as perky as 


these Dawnelle shorties. They re hand- 
sewn and have eyelet-dots sprinkled over 
the back. You can have them for $3.50-- 





in pink, wheat, frost, navy, and_ black, 
as well as in white. If you can’t find 
them locally, write Dawnelle, Inc., 16 
East 34th Street, New York, N. Y. 
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On Westminster Bridge 
in the shadow of Big Ben, 
Edith Mays watches the 


river traffic gliding by below her, 


by Ann Jensen 


oe jj —— 


Foreign lands, fascinating friends—for secretaries in the Foreign Service 


F YOUVE HAD A YEN to see Buckingham Palace, twist your tongue around Spanish 

names, or indulge in Parisian delicacies at sidewalk cafés but can't quite afford the 
expense or the time for such a trip, why not let your secretarial ability buy you a ticket to 
these far-away places? Hundreds of todays secretaries are working for the Foreign Serv- 
ice of the United States. In 287 diplomatic and consular posts throughout the world, from 
the Congo to Copenhagen, American secretaries, typists, and clerks are living and working 
—and seeing the world at Government expense. 

If you have the following qualifications, such a job can be yours: Age, 21 to 35; unmarried; 
American citizen; health, good; typing speed, fifty words a minute; shorthand speed, eighty 
words a minute; experience, three years or the equivalent. Shorthand, of course, is not required 
for nonsecretarial positions. However, all persons in clerical positions must be touch typists. 
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You CAN MAKE APPLICATION for overseas Federal em- 
using Civil Service Form 57) to Foreign 
Service Personnel, Department of State, Washington, 
D. C. The forms can be obtained at your Post Office 
or by writing to the Department of State, Washing- 
ton, D. C. If you write to the Department of State, 


you will also receive other necessary forms and _ in- 


ployment 


formation leaflets. While more women than men seem 
to seek secretarial positions abroad, applications trom 
men are welcomed. 

In the event vou are not vet 21 vears of age or 
personal considerations prevent vou from accepting 
an overseas assignment immediately, you may apply 
for a position in the headquarters of the Department 
in Washington. requesting transfer to the Foreign 
Service at a later date. Qualifications and salaries in 
the Washington offices differ only slightly from those 
offered abroad: assignments are interesting. for vour 
office will be dealing with some phase of international 
relations. 

Appointments are made to the Foreign Service 
after a thorough check of qualifications and previous 
experience (as listed on your Form 57), and a medical 
examination. The aptitude and clerical tests are given 


in Washington after the probationary appointment. 


LET'S SUPPOSE THAT YOU HAVE QUALIFIED for appoint- 
ment. You will be called to Washington and will re- 
port to the State Department at Foggy Bottom, as the 


locale is called. The usual length of stay in the Capital 


460 


Foreign Service secretaries in Caracas, 
Venezuela, often stop to buy flowers 
in front of the consulate in the evening. 





Like Edith Mays, you might be assigned to London, 
You'll visit Westminster Abbey and pause to 
admire a Horseguard sentry while strolling up 
Whitehall. Perhaps you'll vacation in the Scot- 

tish Highlands, or Lreland, or cross over to Paris. 





Citv is from one to three months. These months will 
be busy ones, spent in receiving on-the-job training 
in the Department and attending orientation courses 
at the Foreign Service Institute. Shorthand and typing 
refresher classes are held at the Institute; diplomatic 
terminology is learned; and the many and _ varied 
correspondence forms of the Department are studied. 
Foreign language phonograph records are also avail- 
able to attune your ear to new languages. During 
this time, vou will also be given the innoculations re- 
quired for the post vou will be assigned to. Shopping 
and acquiring a passport and visas will fill in the odd 
minutes. 

Although vou can state your preferences for areas 
of the world to which you would like to be assigned, 
no promise is made that vou will be sent to the area 
or post of vour choice. One of the conditions of ap- 
pointment is a willingness to go anywhere in the 
world. Assignments are based on the needs of the 
Service. If you do not succeed in obtaining the locale 
vou wish on your first assignment, you may receive it 
on subsequent assignments. Adaptability is the kev- 


note to happiness in Foreign Service life. 


THE WAITED-FOR AND TALKED-ABOUT DAY is the day of 
assignment. Will it be Paris or Moscow or Mexico, or 
some place like Karachi, Pakistan, Martinique in the 
French West Indies, or Accra on the Gold Coast? 
If it is one of the large posts like Paris, with 400 


\mericans attached to the Embassy, you will be just 
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Ad 
Doris Woods stops off at Farouk Airport in Cairo, 


Egypt, to visit with a friend before continuing on to 
take up her new post in Bangkok, capital of Thailand. 
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one of a large American colony. The small posts are 
preferable in many ways. The Foreign Service secre- 
tary, instead of being lost in the crowd, will be the 
object of much attention. Interesting acquaintances 
and friendships are more easily made with the mem 
bers of other diplomatic missions in town and with 
the people of the country. 

\ salary differential of from ten to twenty-five pet 
cent is paid to persons serving at posts that are 
considered to have exceptionally difficult living and 
health conditions. Baghdad, Iraq, rates a twenty-five 
per cent differential rate, as does Martinique or Bu 
charest, to mention a few. Cairo rates a differential 
pay of ten per cent. 

A secretary's beginning salary is $3,150 per vear. 
All members of the Foreign Service with satisfactory 
service records receive annual salary increases rang- 
ing from $60 to $400. Secretarial salaries usually do 
not exceed $4,000. Opportunities are available to 
work into positions as vice-consul, administrative as- 
sistant, or other junior executive. It is, of course, also 
possible to transfer into positions in the home service 
trom time to time. 

At overseas posts where Government housing is 
not provided, an allowance is paid to cover rent, 
heat, and light. In addition, there is a variable allow- 
ance to adjust for living costs at those posts where the 
expense is in excess of that prevailing in the District 
of Columbia. 


Before leaving for your post, vou will be given a 


post report,” which includes information on every- 
thing from the type of electric current in use to what 
is available in the local shops. You will undoubtedly 
spend time in consultation with Foreign Service 
people who have recently returned from the post. 

\t last the day arrives—calculated to step your 
pulse up high—when you are handed that thick en- 
velope of tickets. There will be the rail or plane ticket 
to the port of embarkation—Miami, maybe; probably 
New York; or perhaps across country to San Francisco. 
There will be the steamer or plane ticket to some dis- 
tant land. You are on your own from the day you 
clutch those tickets until your arrival at your desti- 
nation. Diplomatic offices along the route, however, 
extend any and every assistance. All expenses while 
traveling are paid by the Government, and the tickets 
are first-class. 

Regulations authorize up to 26 days’ annual leave 
or vacation with pay and thirteen days’ sick leave a 
vear with pay. Ordinarily, thirteen to twenty-six days’ 
innual leave may be taken abroad. Perhaps you will 
be able to vacation on the Riviera or sail down the 
Nile to Luxor, or even visit some of the Seven Wonders 
of the Ancient World. 

\fter two years of continuous service abroad, six 
weeks vacation may be taken in the United States. 
You will probably be eager to fly back to the land 
of television, automobiles, and corner drugstores. 
Necessary travel expenses during the home leave are 
borne by the Department, and the time necessarily 
taken in going to and from the continental United 
States is not chargeable to home leave. If you resign 
prior to the completion ot two years service, however, 
return transportation expenses are not paid by the 


Government 


IN THIS TIME OF TANGLED WORLD RELATIONS, you will 
undoubtedly give thought to the danger of an 
assignment abroad. Every precaution is taken by 
the Department for your safety, including evacuation 
plans for the danger spots. 

What tvpe of work will vou be doing at these posts? 
The function of the Foreign Service posts is to estab- 
lish and maintain friendly relations between our 
Government and people and the government and 
peoples of countries with which we maintain diplo- 
matic relations; to keep the United States Govern- 
ment informed regarding political, economic, and 
cultural developments abroad that affect our inter- 
ests: to extend protection to American citizens and 
promote American interests; and to interpret faith- 
fully the viewpoint of our Government in questions 
at issue. 

So from nine to five daily, or in siesta countries 
from eight to two and five to seven, hundreds of our 
Foreign Service secretaries overseas are pounding 
their typewriters, taking dictation, and probably 
struggling with a foreign language—every one an am- 


bassador, but without the capital A! 
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He’s probably one of these “Trying Ten” — and here’s what you can do about it! 


by Simon 


OU DONT HAVE TO TELL ME. 


know more than you think about your boss. One 


I already 
thing | know for certain is that, unless hes a very 
exceptional man, it’s sometimes hard for you to take 
dictation from him. “Frankly,” I can hear you say, 
‘he’s certainly a problem when it comes to dictating.” 

My own research has shown that most bosses can 
be catalogued neatly in one or more of the following 
“Trying Ten” types. My own experience has shown, 
too, that there’s usually some solution to the dictating 
problem this creates for you. Where does your boss 


fit in, and what can vou do about it? 


The Overzealous Punctuator 
This is the boss who once had a secretary who put 
a comma after “Yours truly” in a strictly open-punctua- 
tion letter. 
error, and he therefore carefully dictates all forms of 
until it 


sounds as though the words themselves mattered less 


He has never forgiven or forgotten that 


punctuation, capitalization, and spelling, 


than the instructions. He makes a simple letter com- 
plicated without trying. His dictation sounds some- 
thing like this: 


Dear (<« apital DD) Sir ( capital S) (colon) (double space, 
paragraph ) Owing ( capital ‘© after the 
r) development (no e after the Pp) (comma) over which we had 
no control (comma) the (small t) Ajax (capital A) Sporting 
Goods Company (capital S, capital G, capital C) (company 
written out in full), 


to an untoreseen (¢ 


etc., et 


In solving the problem of the overzealous punc- 
tuator, you can either prove to him that you, too, know 
something about commas and periods (preferably by 
catching him in an error), or just grin and bear it. 
You're a wise girl if you do the latter. Bide your time. 
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Duchan 


Perhaps the day will come when he may give you (at 
last! 


punctuate. 


an opportunity to show him how well you can 


The Inveterate Cigar Chewer 
The movies have glorified this tvpe of dictator; but, 
unfortunately, he remains a definite headache to the 
girl behind the notebook. He is closely related to the 


“marbles-in-his-mouth” tycoon, but in either case the 


result is the same—the words that reach you sound as 
though they were being relaved through a meat-chop- 
per. It is always wise to bear in mind that this tvpe of 
dictator usually is positive that he is speaking nothing 
but the “King’s English.” 

Upon pain of stony rebuke, it is recommended that 
vou do not attack this problem directly. No matter 
how sweetly you request him to “speak more clearly,” 
his reaction is usually rather alarming. A gentle ap- 
proach, such as “would you please repeat the last 
word” (even though the entire sentence sounded like 
one word ), is a good beginning. 

In more difficult cases, where no amount of suggest- 
ing, requesting, or hinting proves effective, try making 
a study of the files to learn the boss’s pet expressions. 
He undoubtedly has them, and if you can then recog- 
nize a word or two in a sentence, you may be able to 
piece together the rest of it. 

In the extreme case of the employer who doesn't use 
such stock phrases and won't listen to your pleas, your 
last resort is to make up most of the letter yourself. 
You can be sure of one thing when you do this: you 
will have no difficulty understanding him if he comes 
in to tell you that he doesn't want his secretary writing 
his letters! 
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The Fact-Forgetter 

Youve been warned about this type—the boss who 
casually leaves out vital bits of information, such as 
dates, times. place s, and amounts. He seems to assume 
that if he knows the details, so does everyone else. 
Actually, it doesn't take long to realize that he expects 
you to scout around and supply the missing links. Just 
leave out one minute item of this “detail work,” and 
you can hear his roar all the way to the corner. 

Whatever you do, never try to shift the blame back 
onto his padded shoulders, even though he may be in 
the wrong for not letting you know that he wanted 
that particular detail included in the letter. Instead, 
accept the situation as it is and develop yourself into 
his “girl Friday,” always on the alert for the error o1 
omission and, through experience, able to find and 
supply the missing information. In due time he will 
realize that you are of invaluable assistance to him 
ind may even confess, in a moment of weakness, that 


he appreciates your untiring efforts in his behalf. 


The Streak of Lightning 
Most secretaries agree that the thing they particu- 
larly dreaded when reporting for their first job was that 
the boss might dictate too rapidly. Alas. in some cases 
vou will find such fears are justified. It turns out that 
the boss is a rather nervous individual who always does 
things in a hurry. It seems to you as though he must 


spend all his time in the inner office preparing to dictate 
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at two hundred words a minute! It hurts your pride 


to have to admit that he dictates too rapidly for you, 
and so you suffer along as best you can. 

Instead of bemoaning your fate, why not make a 
careful study of his manner of dictating and of the odd 
or unusual words or phrases that he uses. Consult his 
sources of information, such as previous correspond- 
ence and reference materials. If you work in a law 
office, you know that the boss frequently just fills in 
the details while quoting from a form, and where 
there's one form there's usually another to which you 
can refer. Just remember that it takes a world of 
effort and time to find the right word, and if your 
dictator seems to do it without effort, a little detective 
work should reveal to you the sources of his genius. 

Another solution (and this one’s foolproof) is to 
practice your shorthand at home or at night school 


until it’s just as fast or faster than he is! 


The Doodler 


Although we all do it, doodling is apt to prove most 
annoying when the boss mixes it with his dictation. 
There you sit, while he tries to make up his mind what 
to say, and doodles on his desk pad to help him think. 

Before you let his dawdling drive you to distraction, 
try to analyze the cause of his hesitancy. If he just 
doesn’t know how to express what is on his mind, and 
vou do, perhaps you can put the words in front of him 


without his realizing it. This tvpe of dictator is likely 
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to be sensitive and to reject.any suggestion that implies 
lack of ability on his part. If he is stumbling in the 
middle of a complicated sentence and can't seem to 
find his way out, interject your suggestion in the form 
of a request for verification of what you thought he 
said previously, adding your thoughts innocently at the 
end of his words. If you can make believe that he said 
it, he is more likely to be inclined to follow your ideas. 

One word of caution—don’t ever look impatient or 
do anything to imply that he is slow in his dictation. 
The more you fidget, the less he will do. 


The “Read That Back to Me” Champ 

Some secretaries are plagued with a boss who either 
cant remember what he just said or else likes to hear 
the sound of the words again. While these unending 
requests for a rereading may seem annoying, they are 
important to the boss; you might as well be prepared 
for them. To make sure that you are, read back over 
your notes during pauses in his dictation. Once you 
have skimmed through them, you have mastered half 
the problem. When he asks you to read back, make 
sure that you start at a meaningful point and that vou 
read so that the words make sense to him. The mere 
fact that vou can interpret vour notes is of little value if 
your reading makes it sound as though his words were 
a good substitute for sleeping pills. 


The “Grammar Is Your Job” Type 

If youre a novice, you may dread the prospect of 
telling the boss that he has made a mistake in grammar. 
He may resent it if told, or resent it if not told, vou 
reason. You know it is wrong to send out letters con- 
taining grammatical errors, and yet yeur instinct for 
self-preservation tells you that he may not welcome 
corrections from you. 

The solution to this predicament is not easy. Your 
foremost consideration should be that no letter leaves 
the office containing grammatical errors. Unless your 
boss is a Samuel Goldwyn, and people accept his errors 
as the work of genius, it is incumbent on you to see 
that the error is eliminated. It is also good policy to 
bear in mind that it takes less time and trouble to cor- 
rect an error before your notes are transcribed. 

One of the best ways of bringing an error tactfully to 
the attention of the boss is to ask him, at the conclusion 
of the letter, which of two things he said. One of these 
will of course be what he did say, and the other will 
be the correct form of expression. It won't take him 
long to realize that you are tactfully bringing an error 
to his attention. 

If he is the type that waves aside errors with the 
reply that “grammar‘is your job,” your path of action 
is clear. If, on the other hand, he requests that no 
changes be made until you inform him of any errors, 
your path is equally easy. It’s only when the boss 
doesn’t happen to realize that he might make a mis- 
take in grammar that you have to summon up all your 
ingenuity and tact. 


The “Slight-Correction” Kind 

When you went to school you were undoubtedly 
trained to make corrections in your notes by using a 
numbering system or setting aside space on the side or 
bottom of the page. What irks many stenographers is 
the boss who says, “Just make a slight correction 
here, and then proceeds to rewrite an entire para- 
graph. The inexperienced stenographer soon finds her 
notes resembling a complicated maze, replete with 
arrows and other directional guides. 

If you find that vour boss can’t decide on the right 
thing to say until he makes several revisions, use only 
the left side of your page for the original dictation, and 
the right side for all corrections and insertions. Don't 
underestimate the possibility of a seemingly innocent 
correction blossoming out into a full-fledged paragraph, 
It is better to assume that every insert will be a major 
one than to become hopelessly involved in piling cor- 
rections on top of corrections. 


The 4:55 Specialist 

Probably the most justifiable cause for distress in 
the office is the boss who never seems able to get his 
dictation organized until five or ten minutes before 
quitting time. The fact that you have a 5:15 appoint- 
ment does not help to lower your blood pressure. 

You may try telling him that he has already kept 
you late several times during the week, but it is doubt- 
ful if the results will be worth the effort. Possibly your 
most fruitful line of action is to keep a careful record 
of your extra time, and to have a heart-to-heart talk 
with the boss when he is in a good mood. Most people 
wilt in the face of written evidence of unfairness or 
lack of consideration, and it is certain to be more 
effective than constant verbal reminders. 


The “Rough Copy” Master 

Some people are unable to visualize the final product 
of their labors, and always conclude their dictation 
with the request for a rough copy. Of course this means 
extra work, for each bit of dictation has to be typed 
at least twice. Then, too, the first draft may come back 
to you so full of corrections that you need a code to 
decipher the resulting mess. 

If your boss wants a rough draft—well, he’s the boss. 
But you can save yourself some grief if you give him 
plenty of room to edit the rough copy. Using triple 
spacing and extra-wide margins will give you a fighting 
chance to type his next draft without calling for re- 
inforcements. 


ALL PROBLEM bicTATORS have their own idiosyncrasies, 
but they are usually consistent about them. Study your 
boss and learn what he does and why he does it. 
Chances are you can get in step with him, if you try. 
And that’s what you need to do unless you'd prefer to 
quit the job and run the risk of facing worse problems 
with. a new dictator! 
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by Katherine C. Sehmidt 


LETTERS FOR 





A TRAVELING BOSS 


O YOU WORK for a man who travels a great 

deal? who has to speak at luncheons or dinners? 
who visits branch offices in other cities and, while 
there, makes new contacts with the “right people ? It 
you do, you—his secretary—may be writing many let- 
ters on your own, helping to smooth his travels. 

One morning Mr. Nelson hands you a letter in which 
he has been asked to address a businessmen’s group. 
“Just look at this! They want me to come on Friday, 
May 15. My calendar shows May 16 as Friday. Will 
vou write to them and find out whether they want 
me on Friday, May 16, or Thursday, May 15.” 

You will, therefore, write to the secretary of the or- 
ganization in the following manner. 


Dear Mr. Holloway: 

I will be very glad to accept your invitation to ad- 
dress your group at its May meeting. I always enjoy 
my visits with you. Will you let me know if you have 
any particular subject in mind? 


In your letter, you mentioned the date as Friday, 
May 15. On checking the calendar, we find that Friday 
is May 16. In other years, your meetings have always 
been on Fridays; we therefore assume that you had in 
mind May 16. 

Will you please let me know if this is correct? 

Very sincerely yours, 


Henry Nelson 


\irn. NELSON IS PLANNING to go on an extensive trip. 
You have made reservations for him on planes and 
trains, either directly by phone or through the per- 
son in your company who handles reservations, and 
now vou have to write to hotels for room reservations 
and to the branch offices for details of arrangements 
in those cities. On his last trip to Detroit, Mr. Nelson 
staved at the Cadillac Hotel and later told you that 
he was very much pleased with the accommodations 
and service. You, therefore, try to get him the same 


room. (Continued on page 498 
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Read how you can plan an 


H*. YOU ONLY one or two weeks for your 
vacation—one or two weeks that you want to 
make the very most of? Then, perhaps you will want 
to save travel time by Ayving to your vacation locale 
or taking an airplane vacation tour to several interest- 
ing spots. 

Air travel is not so expensive as you may think. 
It not only saves you time, but the cost of your 
ticket includes meals on all regular flights. And, when 
you take one of the all-expense tours offered by many 
airlines, you really get a bargain package. These 
“tour” fares usually include your round-trip fare, 
accommodations at one of the finest hotels ( general- 
ly including some or all meals during your stay), and 
a guided sight-seeing tour of the area. 

Did you know that you can fly Pan American 
Airways to Bermuda and enjoy a seven-day tour 
vacation for as little as $117 plus tax? This is the all- 
inclusive fare for those leaving from New York, At- 
lantic City, Baltimore, Philadelphia, Washington, or 
from Wilmington, Delaware. A Caribbean package— 
this one offered by Resort Airlines—is a one-week 
“Funcruise” to Nassau, Haiti, and Havana, for the 
over-all price of $169.50, plus tax, from Miami—or 
for $239.50, plus tax, from New York. You sample 
a bit of the British in Nassau, can try your French 
in charming and unspoiled Haiti, and can polish up 
your samba in Spanish Havana. 

If you want to see America first, American Air- 
lines offers a Blue-Ribbon Coach ten-day tour of 
sight-seeing around Los Angeles and southern Cali- 
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“Funcruisers” on a_ Resort 
Airlines tour enjoy an aerial 
snack during the flight up 
the Cuban coast to Havana. 
They will also visit) Nassau 


and Haiti during their trip. 


Flying Can Be Your Speed! 


air vacation to fit your budget 


fornia for a total fee of $249, plus tax, from Chicago; 
or for $299, plus tax, from New York. In addition, 
American Airlines has many tours that allow you to 
fly to your destination and then drive an automobile, 
which is put at your disposal during your stay. A 
five-day tour of this type at Grand Canyon is $51.50, 


plus your air fare to and from Phoenix. 


WHEN YOU ARE PLANNING A TRIP On your Own, in- 
vestigate the possibility of making interesting stop- 
overs or side trips along the way. For instance, if you 
are taking a cross-country flight, you can take a side 
trip to Mexico City tor $59 more. You can also stop 
over (without extra plane fare) at Yosemite or any 
one of numerous other interesting spots. Round trips 
from Miami to either Nassau or Havana are only $30. 
Plan your route so that you can see the most for 
your money! At certain seasons, you will find that 
air rates will be lower or that special combination 
rates will be in effect. Investigate these possibilities 
before you definitely set your date. Another factor 
that may influence your timing is interesting events 


at your vacation spot. 


Ir you ARE UNDER 22 and are taking an air trip with 
vour family (or if you want some bargain information 
to pass on to your boss), youll be interested to know 
that on Mondays, Tuesdays, or Wednesdays a full- 
fare ticket entitles a man to half-fare tickets for his 
wife and all children under 22. This family rate ap- 


plies on most scheduled domestic airlines. 
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Another way to save on air travel is to take one of 
the “tourist,” or air-coach flights offered by most of 
the airlines. On a “tourist” flight from Los Angeles 
to New York, for instance, you save almost $70 one 
way as compared to the regular fare. The reason for 
this lower price is that you give up a little of the 
spaciousness, a few of the luxuries, and all the meals 
for the sake of substantial savings. These “tourist” 
Hights are very popular and are usually booked up 
quite far in advance. Reservations must be made early. 

When you take a tour such as those we described 
before, you are free from worry about connecting 
reservations, hotel accommodations, and the other in- 
tricacies involved in travel. If you prefer tailoring 
your trip to your own plans, you must do a cer- 
tain amount of preliminary work. Consult a_ travel 
agent or an airline office for help in planning your 
route. The travel agent will also be glad to make 
reservations for you tor accommodations at the places 
where you wish to stay. Do this preliminary planning 
early, and request confirmation of your reservations 


to avoid mixups. 


lk YOU GO OUT OF THE COUNTRY, Check with vour air- 
line office to see if there are any special requirements. 
For instance, before vou leave for Mexico, you must 
obtain a tourist card from a Mexican consular office. 
Be sure to take along vour birth certificate or some 
other proof of citizenship. Perhaps you will not need 
this to enter the vacation country, but Uncle Sam 
will want to be sure you're a citizen before he lets 
you return. Another requirement is a smallpox Vac- 
cination certificate or a doctor's letter stating that 
you have been vaccinated within the last three years. 

Perhaps you have wondered about luggage and the 
tvpe of clothes to take. The answer to this is—the 
less the better! You're allowed 40 pounds of luggage 
free in this country; and overseas the free limit is 
extended to 66 pounds on regular flights, 44 pounds 
on “tourist” planes. A fee must be paid for anything 
over this weight. Under any circumstances, it is un- 
wise to take more than you can tote yourself. Youll 
save astonishing amounts of money in taxis, tips, and 
checking, and you can be more relaxed without hav- 
ing to worry about your bags’ being delivered to the 
wrong place. 

Vary your wardrobe with separates, and stick to 
a few good basic outfits made of nylon, seersucker, 
jersev, or some other crease-resistant fabric. Foreign 
laundries, particularly, can’t be depended on to meet 
deadlines, and your wardrobe may suddenly be- 
come depleted—as well as depleated! 

While in flight, you're allowed to have at your 
seat a small make-up case or similar bag to hold any 
essentials needed during the trip. Packing for an air- 
plane trip is particularly important. Make sure that 
the stoppers of all bottles are screwed as tight as 
possible and wrapped in absorbent material. All bot- 


tles have a tendency to leak at flight altitudes, where 
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the air pressure is lower than on the ground. Inci- 
dentally, watch out that your fountain pen doesn't 
leak. A ball-point pen is safest for an air trip. You'll 
find it handy to have a couple of plastic bags in your 
suitcase—perhaps a small one for spillable items and 
a larger size, such as a vegetable bag, for a wet wash- 
cloth, a damp bathing suit, or for laundry that isn't 
quite dry. 


FLYING NEEDN'T BE considered the least bit com- 
plicated. There are regularly scheduled airport limou- 
sines or buses operating between the downtown 
areas of most cities and the airport. They will take 
vou to the plane for a fare that is usually considerably 
less than cab fare would be. At the airport your 
procedure varies; but you will usually show your 
ticket for a gate pass, have your luggage checked in 
and your documents O.K.d, and then wait a few 
moments while baggage is loaded and last-minute 
preparations are made for the take-off. On board, 
youll find the crew extremely helpful and courteous, 
and you needn't fear becoming sick any more than 
vou would in a car or bus. On the whole, you will 
find your trip quite similar to a very pleasant bus 
trip—except that you will be seeing the scenery at 
a slightly different perspective. If you are taking 
a regular flight, on which meals are served, you may 
wish to fly during meal hours so as to save expense and 
experience the fun of eating your meal 10,000 feet 
up in the clouds. 

Perhaps you can't afford such a glamorous vaca- 
tion by air this year. Then why not start saving now 
for next year? Many banks have vacation clubs, similar 
to Christmas clubs, which help those of us who have 
difficulty “remembering” to save that $5 each pay day. 
Saving may put a crimp in your budget for a while, 


but youll be saving for a vacation you'll never forget! 


Pan American’s packaged tour vacations to beauti- 


ful Bermuda start at only $117, plus tax. You'll 


love the quaint carriages and charming countryside. 
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The girl who looks cool feels cool—or at least 
cooler. When the thermometer goes soaring 
wear loose-fitting, lightweight garments. You ll 
be able to work better and concentrate better 

and five o clock wont seem half so tar away Try 
the outfits on thes« pages tor less simmer this 
summer! Thevre designed to keep you cool, 
calm, and “compliment collecting” throughout 


thie day. 





Bodice and patch pockets of this taffeta-chambray sleeve- 
less dress are detailed with multiple rows of stiteh- 

ing. It eomes in aqua, beige, cherry rose, or lilac; 

sizes 9 to 15 and 10 to 16; and is priced about $15. For 
stores, write Claymour Juniors, 525 7th Avenue, New York. 





A cool-as-a-breeze dress of iridescent striped sheer 
cotton with a full, full skirt and bow-tied sleeves. In 
ruby, emerald, sapphire, or amethyst. Sizes 9 to 17 
and 10 to 18; priced at $17.95. For stores near vou, 
write R & K Dress Company, 1400 Broadway, New York. 






White trim frosts this crease-resistant linen dress to 
make you the picture of cool efficiency. Priced at 
$17.95, it comes in sizes 10 to 18, in navy. black, aqua, 
pink, gold, chartreuse, and lavender. Write Henry Rosen- 
feld, 498 7th Avenue, New York, for stores near you. 


























Expert tailoring sets off this smart convertible. The 
top with its cool boat neckline is white piqué, while 

the cape bolero and skirt are made of airy, non- 
crushable “Travel Check” cotton in navy, black, or 
brown. Sizes are 7 to 15; price, $35. For stores 

write Carlye Dress Corp... 508 N. 4th Street, St. Louis. 





The perky Spencer jacket tops a cool scoop-neck dress. 
You'll love this crease-resistant woven piqué duo 

in royal blue—or lime or green. It comes in sizes 7 to 
15 for $12.95. Write Jonathan Logan, 1407 Broadway, 
New York, for the stores near you carrying this style. 








¢ e, a 


Want two blouses in one? Just snap off the 


Gibson Girl sleeves when the thermometer 


rises and be cool. Made by Bobette-Morton, 


5 East 35th Street, New York, the blouse 


comes in blue, coral, or toast chambray and 


is priced at $8.95. Matching skirt, $10.95. 


Another cool two-piecer! A frosty sleeveless 

covers up with a nylon sweater that has matching 
plaid trim. Made by Esther Reifer, 498 7th Avenue, 
New York, it comes in navy plaid with navy sweater, 
green plaid with white sweater, or brown plaid 
with vellow sweater. Sizes are 10 to 1S; at $19.95. 
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cooler When the thermometer goes soaring 
wear loose-fitting, lightweight garments. Youll 
be able to work better and concentrate bette 
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summer! Thevre designed to keep you cool, 
calm, and “compliment collecting” throughout 
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Bodice and patch pockets of this taffeta-chambray sleeve- 
less dress are detailed with multiple rows of stiteh- 


ing. It comes in aqua, beige, cherry rose, or lilac; 
sizes 9 to 15 and 10 to 16; and is priced about $15. For 
stores, write Claymour Juniors, 525 7th Avenue. New York. 


A cool-as-a-breeze dress of iridescent striped sheer 
cotton with a full, full skirt and bow-tied sleeves. In 
ruby, emerald, sapphire, or amethyst. Sizes 9 to 17 
and 10 to 18; priced at $17.95. For stores near you, 
write R & K Dress Company, 1400 Broadway, New York. 







White trim frosts this crease-resistant linen dress to 
make you the picture of cool efficiency. Priced at 
$17.95, it comes in sizes 10 to 18, in navy. black. aqua, 
pink, gold, chartreuse, and lavender. Write Henry Rosen- 
feld, 498 7th Avenue, New York, for stores near you. 


























Expert tailoring sets off this smart convertible. The 
top with its cool boat neckline is white piqué, while 
the cape bolero and skirt are made of airy, non- 
crushable “Travel Check” cotton in navy, black, 


- 


or 
brown. Sizes are 7 to 15; price, $35. For stores 
write Carlye Dress Corp., 508 N. 4th Street, St. Louis. 





The perky Spencer jacket tops a cool scoop-neck dress. 
You'll love this crease-resistant woven piqué duo 

in royal blue—or lime or green. It comes in sizes 7 to 
15 for $12.95. Write Jonathan Logan, 1407 Broadway, 

New York, for the stores near you carrying this style. 





Want two blouses in one? Just snap off the 
Gibson Girl sleeves when the thermometer 
rises and be cool. Made by Bobette-Morton, 
5 East 35th Street, New York, the blouse 
comes in blue, coral, or toast chambray and 
is priced at $8.95. Matching skirt, $10.95, 


Another cool two-piecer! A frosty sleeveless 

covers up with a nylon sweater that has matching 
plaid trim. Made by Esther Reifer, 498 7th Avenue, 
New York, it comes in navy plaid with navy sweater, 
green plaid with white sweater, or brown plaid 


with yellow sweater. Sizes are 10 to 18; at $19.95, k 





























Secretaries —- 

















N MOTHERS DAY you buy her a box of candy. 

do all the cooking and dishwashing. On Father's 
Day you give Dad a can of his favorite pipe tobacco 
and offer to cut the hedge for him. Both these days 
are set aside so that you can show your gratitude to 
those who do so much for you. But what about a 
time for someone to appreciate you? Well, at last 
your day has arrived! In fact, there’s not only a day 
but a whole week devoted to none other than our 
noble, unsung secretaries: 

June 1-7 has been proclaimed by the U. 8. Depart- 
ment of Commerce as National Secretaries Week, 
with Wednesday, June 4, set as National Secretaries 
Day. 


(ND WHAT DOES THIS. WEEK mean to vou? Well, it’s 
a time for you to celebrate, a time for you to be pam- 
pered a bit—and a time for you to resolve to do your 
part to raise the standards of secretarial efficiency. 
It’s a time when secretaries are in the limelight and 
should show how efficient they can be. 
Incidentally, your boss might like to know what 
other businessmen all over the country are doing 


to heap laurels on their secretaries. On National Sec- 








retaries Day many will take their secretaries to lunch 


maybe to the Rotary meeting, just to show their 
Girl Fridays off a bit. Others may bring flowers or 
candy or send one of the Secretaries Day greeting 
cards. Some bosses also plan to give their secretaries 
the afternoon off! And not wishing to be outdone ... 
well, it just may occur to your boss that he has a 
very wonderful secretary, too, who deserves some 
appreciation. 

But this celebration is more than a “giving” occa- 
sion. It’s a promotion to impress people with the 
prestige of your profession and the dependence of 
business and industry on the secretary, and to en- 
courage more young people to become secretaries— 
skilled. competent, top-grade secretaries. 

Your boss will be looking at you—noticing that 
vou are the efficient young lady who fills his fountain 
pen, knows where he left those papers, reminds him 
of his wife’s birthday, and handles customers so cour- 
teously. This is your time to rise and shine! 

On this page, we've illustrated some of our sugges- 
tions .for celebrating your Big Day. No matter how 
its done, though, it all adds up to one long, loud 
hurray for you—the secretary. 
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o You Want to Be 


a Court Reporter! 


by Charles L. Swem 


Official Stenographer, New York Supreme Court 


: : ERY REPORTER IN COURT 
Was once a stenographer ina 


business office, with rare exception. 
He or she many Dear Sir's 
and Yours truly’s betore writing 
Ladies and Gentlemen of the Jury 
and If your Honor please. Some- 
where in between, the stenographer 
became 


wrote 


a faster shorthand writer, 
acquired a reporting vocabulary, 
and then began to look for a report- 
ing position. 

The usual first step is to gain ex- 
perience as a free-lance reporter, 
in either a part-time or a full-time 
job. Reporters are usually ap- 
pointed in one of two ways: (1) as 
a result of open, competitive ex- 


amination, or judges who 


2) by 
have the power to appoint, with or 
without examination. It all depends 


on vour state. 


For INSTANCE, in New York State, 
the outstanding Civil Service state 
of the country, a citizen of the state 
has only to be twenty-one vears of 
age, of good moral character, and 
able to pass a Civil Service exam- 
ination well enough to rate in the 
top group of passing candidates; 
and, presto, he (or she) is prac- 
tically certain to ap- 
pointment. He doesn’t even have to 
be the fastest writer who passes, 
for it frequently happens that every 
writer qualifying on a New York 
State examination, from the first to 
the fiftieth, is offered an official ap- 
pointment in the 


receive an 


one of lesser 
courts. 

No previous experience is neces- 
sary for the lower courts; one is 
simply required to have reporting 
“stuff.” Examinations are _ strict. 
searching, but fair. In the very 
highest courts of New York, ap- 
pointments are made in the same 
manner, except that for appoint- 
ment to those positions the Civil 
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Service Commission requires previ- 
addition to 
greater shorthand: ability; and ex- 


ous experience, im 
perience is rated in the same im- 
partial manner as is writing ability. 


New York Strate is the single state 
in which all official appointments, 
from Buffalo to Brooklyn, are made 
upon strict Civil Service examina- 
tion. There are six other 
where the passing of an examina- 
tion is prerequisite for official ap- 
pointment. These are the CSR 
(Certified Shorthand Reporter) 
states, meaning states where report- 
ers are licensed, just as Certified 
Public Accountants and nurses are 


states 


licensed. These states are Iowa, 
Colorado, New Jersey, Kansas, 
Utah, California, and New York 


also, incidentally; but Civil Serv- 
ice overshadows CSR in New York. 

In the CSR states, any citizen of 
the state upon qualifving as to age, 
character, and more or less modest 
stenographic experience, may take 
an examination to secure a license 
as a Certified Shorthand Reporter. 
Upon successfully passing the ex- 
amination, he (or she) is licensed 
and becomes eligible for official 
appointment. The CSR law varies 
slightly in the different states, but 
generally it is the law that only 
CSR licensees may be appointed to 
the courts and to the various offi- 
cial commissions of the state. 


THe CSR Law governing appoint- 
ment to official reporting positions 
approaches an ideal. The prospect 
of appointment under CSR is a 
bright one—almost a certain one— 
for any writer who can demonstrate 
ability to fill the position. So effec- 
tive and fair has the CSR law 
proved itself to both the court and 
the reporter, that more states each 
vear are considering such a law. 
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IN tHe courrs of the forty-one 
other states, as well as in the courts 
of the Federal government, includ- 
ing its territories, official appoint- 
ment of reporters is made at the 
pleasure of the judge or judges of 
each court. The Federal courts do 
provide tor examination of candi- 
for the the 
judges, as I dare say do some 
states other than New York; but. 
except in the CSR states, the judge 
of the court is the last word in the 
matter of official appointment. 

To the 
familiar 


dates guidance of 


average not 
with im- 
portance of the official shorthand 


laymen 
the recognized 


record in our judicial system, ap- 
pointment “at the pleasure of the 
judge’ may be thought just another , 
political appointment; but it is not 
so. There are without doubt some 
reporting appointments made for 
political or personal reasons, with- 
out regard to comparative merit; 
yet it is very rare that the appointee 
does not-have at least a minimum 
of reporting ability. 


JUDGES APPRECIATE the convenience 
and security of an efficient reporter. 
Judges today rarely keep the vo- 
luminous minutes of a trial that 
were such a laborious necessity be- 
fore reporters Came upon the scene. 
Most judges now keep only bare 
skeleton minutes; some keep none 
at all. They have become depend- 
ent upon the reporter's record and 
therefore, the first 
what a personal handicap it ‘is to 
work with an inefficient reporter. 
The young reporter in the non- 
CSR states, if he possesses honest 
reporting ability, need not despair 
of appointment “at the pleasure of 
the judge.” He need only be a little 


are, to realize 


more ingenious in making his wares 
known. Be he Republican or Dem- 
ocrat, liberal or conservative, the 
opportunity is always there. Re- 
porting jobs have often gone beg- 
ging for months because the right 
reporter did not come along. 

I knew, a few years ago, of a re- 
porting position that remained un- 
filled for a year or more simply 
because the judge could not find 
the right reporter. It was a position 
that paid a top salary, but it re- 
quired “special” qualifications. The 
reporter had to be competent, a 
citizen of the United States, and he 
had to live where the court was— 
in Honolulu, Hawaii! 

















d 


1 











PART II 


Kilme Buymanship 


by Gilbert Kahn 


YPES OF FILES available for specific purposes 

were described last month. But a convenient 
cabinet, tailored to your needs, still can be very in- 
adequate unless its inner fittings suit your purpose. 
Let's take a look here at what goes inside the file 
the guides, folders, and the miscellaneous filing aids 
that make filing (and finding) easier for you. 


PROPER GUIDES are extremely important for efficient 
filing. They must be easy to read and must support 
the folders. Guides are available in all standard drawer 
sizes as well as for special systems such as fingerprint, 
hospital, and insurance files. Those made of manila 
stock are Inexpensive and will serve in transfer files 
or other places where there is little activitv. But. 
where traffic is heavy. stronger guides made of press- 
board should be used. 

Guides are made with the tabs or upper-edge pro- 
jections in various positions, for use in any type of 
filing system. In some cases, the tab is made of the 
same material as the guide and has a printed caption 
or provides room to put a label; in others, there is’ a 
place to insert the caption either with or without a 
transparent covering. Insert tabs are made of a variety 
of materials and are connected to the guide in manv 
different wavs. Make sure that the fastenings will not 
scratch your hands or that papers will not catch on 
them. You can, if you wish. buv tabs that are slanted 
at an angle for easier reading. 


FOLDERS, TOO, ARE OBTAINABLE in a variety of stvles 
and materials. The amount and kind of matter to be 
filed and the ty pe and extent of handling should deter- 


mine your selection. For ordinary use, there are manila 





Barkley plastic-tab file guides 


have a clear, magnifying label hold- 
er that is set at an angle to aid visibility. 


Remington Rand’s Multi- 
Sort speeds sorting 

and arranging of 
material for filing. 


and kraft folders in different weights. They come with 
straight edges or with tabs in various positions. Some 
are reinforced along the top, where the greatest wear 
occurs. You can also buy folders that are scored along 
the bottom to allow for expansion. As the number of 
papers increases a Hew told IS made along One ot the 
scored lines to widen the folder. This lets the papers 
settle all the way down and helps to distribute the 
bulk evenly. 

There are a number of special folders, too, that 
Can be a big help to vou. Lt certam categories contain 
a large volume of papers or if the mate rial is carried 
around considerably, you may be interested in en- 
velope folders. For your follow-up work, there are 
dated folders with adjustable tabs to remind vou of 
that special date by their position. Hanging folders, 
which are suspended Oli a metal frame placed inside 
the regular file drawer, keep the papers neat and 
straight, allow for expansion, and eliminate the need 
for the compresso! block. Under certain conditions, 
vou might find it advantageous to use folders that are 
folded at the end rather than on the bottom. And, for 
those circumstances where papers ar accumulated 
without a folder, vou can get file backs, which are 
strong sheets of manila used to back up the papers that 
are to be fastened. 


IN ADDITION to guides and folders, there are many 
other filing aids that will make vour job easier. Labels, 
for instance, come in many forms To help identify 


the drawers, guides, and folders, vou can get labels 


n different colors for easy classification. There are 
printed and blank, gummed and plain. | tbels even 
come rolled in a special package that you can rest 









on the typewriter roller to make it easier to type them 
out. All you have to do is tvpe the names and tear 
the labels off along the perforated lines. 

Besides colored labels for classification purposes, 
there are colored signals that can be placed in various 
positions to guide your eye to pertinent information. 
There are both fixed and movable styles—made of 
paper, plastic, or metal. 





Where there is considerable need for securing 














Extra work space is created by this Remington papers together, you can obtain various sorts of fas- 
Rand file shelf that hooks to drawer handle. teners to group the papers compactly and obviate 
the one-sided bulkiness and catching that paper clips, 
staples, or ordinary fasteners create. 








There are innumerable accessories to lighten your 
filing tasks—stools to reduce the stoop-and-squat fa- 
“~ tigue of filing in lower drawers; movable shelves that 
can be hooked onto the drawer handle to provide 

= work space within easy reach; sorter equipment of 
A all kinds to speed up the preliminary arranging of 
material; and trays and stands in various styles. 











Remember that filing equipment companies have 
the knowledge, the equipment, and the desire to help 
vou. Don't be bashful about asking them for advice, 
even if you are not in the immediate market to pur- 
chase anything. You will find it helpful to have at 
least one filing equipment catalogue handy on your 
office reference shelf so that vou can consult it for 

















Los 
Sturdy pressboard Globe-Wernicke guides. 


ideas. 


FOLLOWING IS A REPRESENTATIVE List of leading com- 






panies that make just about everything for filing vou 

Brass prongs tn will ever need. Why not clip it for future use or, 
‘ g ; 

this Oxford better vet, write today to some of these manufacturers 


Binder Folder fast- and ask them to send vou their catalogues? 
en papers securely. 


Acm«¢ Visible Records Inc., 122 South 
Michigan Boulevard, Chicago, Illinois 
Amberg File & Index Co., 1602 Duane Boule 

vard, Kankakee, Illinois 
Art Metal Construction Co., Jones and 
Gifford Avenues, Jamestown, New York 
C. L. Barkley & Co., 1220 West Van Buren 
Street, Chicago, Illinois 
Cel-U-Dex Corp., 1 Main Street, Brooklyn 
1, New York 
Diebold Incorporated, Canton, Ohio 
Smead file pockets 
expand to 5!, 
inches for bulky 
material, 


Filing Equipment Bureau, Inc., 27 Melcher 
Street, Boston, Massachusetts 

General Fireproofing Co East Dennick 

Avenue, Youngstown, Ohio 

Globe-Wernicke Co., Ross and Carthage 
Avenues, Cincinnati, Ohio 

Oxford Filing Supply Co., Clinton Road, 
Garden City, New York 

Remington Rand Inec., Systems Division, 

Oxford hanging folders are suspended on a frame 315 Fourth Avenue, New York, New York 

inside regular file drawer for easy handling. Shaw-Walker Co., Western Avenue at Divi 
sion, Muskegon, Michigan 

Smead Manufacturing Co., Hastings, Min- 
nesota 


Weis Manufacturing Co., Monroe, Michigan 

Wheeldex Corporation, 40 3ank = Street, 
White Plains, New York 

Yawman & Erbe Manufacturing Co., 1099 
Jay Street, Rochester, New York 

Zephyr-American Corporation, 537 West 53 
Street, New York, New York 











SQUAWKERS SHOW UP EVERYWHERE. 
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The SQUIWKER Used @ Shotgun 


by Loid Michaels 
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White Stag’s lined beach 
bag ($2.98) has outer pock- 
et for Skol suntan lotion. 


Lanvin’s Spanish Geranium 
Toilet Water, $2. 





Harriet Hubbard Ayer’s Dry 





Iee Cologne Deodorant, 750. 


Fat and Cool 


YUNMIMER IS A-COMIN’ IN! Days at the beach, 
% picnics, hikes, tennis, golf, bicvecle trips, and 
plenty of outdoor living are in the offing. Summer is 
a time for fun but also a time that can play havoc 
with hair and skin—and the disposition unless you 
take proper precautions. 

How you spend your time outdoors has a good deal 
to do with how vou look and feel indoors when vou 
wend your way back to work on Monday. Here are 
a Tew Important pomts on beating sun bugaboos that 
will help vou get the best and avoid the worst of sum- 
mer sun. 

With the exception of a very tew delicate-com- 
plexioned blondes and redheads, almost every girl can 
have a beautiful tan—but not in one day! Start by 
limiting your sun basking to only fifteen minutes, 
lengthening your time to a half hour the next day, 
and gradually increasing your sun sessions until youre 
the proper coppery-gold. And do use a sunburn pre- 
ventive. When properly applied, these preparations 
really do an excellent job of protection. There are two 
tvpes or the market. If you tan normally, vou ll want 
to use one of the many sun-screen products that 
filter out only the harmful burning rays of the sun 
and let in the beneficial ravs that will give vou a 
lovely tan. The other type of preparation is a sun 
shield, such as Skolex, which blocks out all the sun’s 
rays. If vou blister after the 
least bit of exposure, no 
matter how careful you 
are, this is for you. You 
wont tan; but you wont 
burn, either. Remember, 
though, none of these prod- 
ucts can do a good job un- 
less it covers the entire 
exposed area. It must be 
reapplied at intervals, par- 


ticularly after every swim. 
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by Margaret McClane 


for Summer 


As FoR your HAIR, do you look like Medusa instead 
of Venus when you rise from the ocean? If so, your 
first consideration should be a_ waterproof cap. 
(Kleinert’s has a style with an inner rim that does 
a good job of keeping your topknot dry. Another of 
their caps has full-blown rubber roses sitting perkily 
atop.) If you're lucky, you can look attractive after 
your swim by simply brushing your hair straight back 
and using combs effectively. If you really need a curl, 
though, pincurl your hair and tie it up in a gay scarf 
or one of the terry-cloth mop-caps that promise to 
be popular this summer. (One of the hair dressings, 
such as Breck Hairdress, Helena Rubinstein’s Head- 
liner, or Helene Curtis's Suave, smoothed on lightlv 
before the pin-up, will help the setting and will also 
counteract sun dryness. ) 

Your Number One face-saver at the beach is a 
good, waterproof beach bag well stocked with all 
your needs. In addition to sunglasses, a towel, and 
similar et ceteras, youll want to tuck in these groom- 
ing items—tissues, comb, hairpins, hair dressing, in- 
delible lipstick or a product such as Natone (it makes 
vour regular lipstick stay put despite your swims), 
vour regular face make-up, sunburn preventive, de- 
odorant, and perhaps a cologne stick to give you a 


bit of fragrance. 


Now FoR your MONbDAy-TO-FRIDAY COMFORT. Your 
personal forecast can be “fair and cooler” even in 
torrid July if you dress sensibly, try to keep yourself 
in a calm frame of mind, and make the most of cooling 
cosmetics. Extra attention to cleanliness keeps you 
from feeling sticky. Deodorants—so very important— 
plus cooling talcums, will help prolong this fresh 
feeling. At the office, you'll find the stick-form, solid 


deodorants such as Odorono Ice convenient for your 


desk drawer. And while we have that drawer open, 
vou ll want to include something for swift removal 
of perspiration and grime. A liquid skin cleanser, such 





as Richard Hudnut’s DuBarry Penetrating Cleanser, 
or some cleansing pads will prove very handy for 
quick cleanups. Skin freshener is a wonderful pickup 
that, because of its astringent properties, will help 
postpone the inevitable summer shine and will make 
vou feel wonderfully cool. (At home, try keeping 
your creams and skin freshener in the refrigerator to 
make them extra icy!) If you prefer soap and wate: 
for office cleanups, you'll like Mauvel’s office specials 

Dorin Soap Leaves and the Lavista Sponges (small 
disks that expand to full-sized washcloths when wet 

both of these were described in Tessie’s shopping 


column in May. 


COLOGNE IS AN EXCELLENT COOLING Arp. It can be 
splashed on liberally without fear of overwhelming 
vour colleague at the next desk. In hot midday, pat 
a bit on your wrists and neck to help relieve that wilted 
feeling. Glancing over the Scent Survey in our Jan- 
uary issue may suggest some nice “summery fra- 
grance to you. A few additional ones we'd like to offer 
are Lanvin’s Spanish Geranium, Dorothy Gray's Nose- 
gay, and Harriet Hubbard Ayer’s Sweet William— 
or try a stick cologne such as Charbert’s Pink Garden. 

In some offices, the girls are now permitted to go 
stockingless in sweltering weather—and you probably 
do on week ends anyhow. This means attention must 
be given to keeping legs and feet acceptable and at- 
tractive, to keeping them hair-free and smooth. 
Though shaving is the simplest method, you will find 
that depilatories will give a closer “shave” and, there- 
fore, do a more thorough job. Special care for your 
feet may mean sprinkling your shoes with a deodorant 
tale—Coty’s Shakti, perhaps—and wielding a pumice 
stone on roughened heels. 

Summer, with all its comfort and discomfort, will 
soon be here. But, remember, no matter how hot it 
may be, if you take care to look neat and cool, you 
can't help feeling a hundred per cent better! 
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by Elizabeth George Speare 
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by A. E. Klein, Ph.D. 


Shortcuts in Taking Dictation 


HORTCUTS are what you may 

be looking for — intelligent 
shortcuts that will make your work 
easier and quicker. You have al- 
ready learned several ways of short- 
cutting in your classes at school. 
We want here to emphasize a few 
points about applying these princi- 
ples to your office dictation so as 
to avail yourself of their advantages 
without running any 
overdoing it. 


danger of 


The most important shortcutting 
device is our Abbreviating Princi- 
ple. This principle is applied in 
our textbooks to particular word- 
jamilies and to a tew words in 
common use, such as convenience 
and significant. Actually, most of 
the Brief Forms you learned are 
written in with this 
principle—words like several (sev), 
please (pl), and satisfy (sat). 

You can, in the same way, apply 


accordance 


this device of dropping word-end- 
ings to make “brief forms” of the 
words common to your job. By 
going over each days dictation 
carefully, you can soon compile a 
list of the expressions that occur 
again. and again. Devising short- 
cuts for these frequent words and 
phrases will save you a great deal 
of writing labor. 


IN CREATING SUCH SHORTCUTS, how- 
ever, there are three: points you 
should keep in mind. First, the 
word for which you are going to 
devise a shortcut should not only 
occur frequently, but it should also 
be one that you have not been 
able to write fluently in full. If a 
word that occurs often is easy for 
vou to write, obviously there is no 
need to make a shortcut for it. 
Doing so would not lessen the bur- 
den of writing nor save you much 
time. But, just because a word like 
salvageable may not flow easily 


from your pen, do not think that 
you must abbreviate it. If it does 
not occur frequently, it will not 
be worth your while to make up 
a suitable abbreviation for it. The 
word must be both difficult for 
you to write and of sufficiently 
frequent occurrence to warrant 
shortening. 

Second, bear in mind that any 
shortcut you devise must be easy 
to read, as well as easy to write. 
If a short form is almost or equal- 
ly as difficult to write as the full- 
length outline, or if it is more 
difficult to read back and might 
be confused with other words, it 
will cause you to lose valuable 
time—perhaps lead to serious mis- 
takes! 

Third, do not attempt to make 
too many shortcuts. Even though 
you find you can make a great 
many that conform to both the 
requisites for ease in writing and in 
reading, it is not wise to short-cut 
excessively. If you do, you will 
find yourself in a worse situation 
than before; for, if you cannot re- 
call your shortcuts quickly, your 
dictation speed will fall off con- 
siderably. You will be constantly 
trying to remember how you de- 
cided to write the word, and this 
additional mental effort will more 
than offset any manual 
gained by shortening the outline. 
When you decrease the physical 
effort involved in writing short- 
hand, you 
placed on your mind—and, if you 
overburden with too 


speed 


increase the burden 
your mind 
many arbitrary outlines, you may 
find yourself trying so hard to re- 
call the shortcuts you devised that 
vou lose some of the boss's dicta- 
tion! 


Ix appiT1Ion to the Abbreviating 
Principle, there is one other major 
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device that will prove very helpful 
on the job in dealing with word 
combinations — the  Intersecting 
Principle. You used this principle in 
writing p.m. and c.o.d. Your text 
gave only a few examples of this 
principle (and rightly so), for it 
should be applied only to the most 
frequently used phrases, and then 
only when the occasion warrants 
it. 

A word of caution is in order 
here. In applying the Intersecting 
Principle, be sure to abbreviate the 
first word up to the point where a 
good intersection is possible. To 
illustrate: Let us assume that you 
are working for a railroad company 
and that the word passenger oc- 
curs frequently in your dictation 
in combination with other words— 
passenger train, passenger coach, 
passenger traffic manager, etc. For 
these combinations, you can easily 
apply the Intersecting Principle by 
using the shorthand letter p for 
passenger and abbreviating the 
other words as much as feasible— 


€ ty =, 


IN SUMMARY, we may say that 
there are two important principles 
that, if applied properly, will de- 
crease considerably the manual 
effort v for taking dicta- 
tion. The first is the Abbreviating 
Principle and the second is the 
Intersecting Principle. If you use 


necessa’ry 


both of these principles wisely and 
sparingly, the shortcuts will give 
you no trouble in reading back 
notes. But, remember, any 
special forms you devise must be- 
completely —automatic—as 
familiar as the Brief Forms given 
in the Manual. If they are not, they 
will prove to be more hindrance 
than help. 


your 


come 
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Winner of the Grand-Prize School Cup—Hilo Commercial College, Hilo, Hawaii 





Introducing the OGA Contest Winners 


by Florence Elaine Ulrich, Director of Gre 


NONGRATULATIONS to the 
( winners tor the fine work done 
OGA Contest this year! 
Twenty thousand beautiful speci- 


in the 


mens of shorthand were submitted 
office 
over the world. We 
wish we had space to reproduce 


by teachers, students, and 


workers all 


the specimens that won awards to 
let you see the beauty and legi- 
bility of these winners’ notes. 
Perhaps you can, if you'll send 
some of these winners congratula- 
tions, Which might initiate a happy 
exchange of correspondence—cor- 
shorthand, — of 
Because so many of you 
have asked to be put in touch with 
a possible “pen pal,” we are in- 


respondence in 


! 
course. 


cluding the addresses of individual- 
prize winners in our report. 


THE LARGEST TEAM—)S8S8 students— 
was trained this year in the Philip- 
pine School of Commerce, Manila. 
We commend both teachers and 
students on their excellent per- 
formance! 

Many interesting letters were re- 
ceived with the Contest entries. 
Some told of the difficulties en- 
countered in preparing and submit- 
ting the work of the team—floods, 
snowstorms, windstorms! One stu- 
dent wrote: 

“Our school was blown away and, 
with it, all my copies of Topay’s 
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need the 


class work. so wont vou 


SECRETARY. | 
for my 


magazine 
please send all the copies published 
since September?” 

Epidemics took their “toll” of 
contestants, to the consternation of 
Contest Club sponsors and tellow 
students: 

“We worked so hard to make our 
club 100 per cent, and now an epi- 
demic of influenza has closed our 
school! It would be the week set 
putting the ‘finishing 
touches on our Contest specimens, 
too! We think the OGA Contest 
is most exciting, and we enjoyed 


aside tor 


every minute of our practice, 


In Lonpon Miss Adrienne Boaz, a 
shorthand teacher, encountered dif- 
ficulties of another sort: 

I think, in fairness to the 
students, I should explain that the 
work has been done under difficult 
conditions—tor have 
no scrap or rough paper available; 
in most cases, practice had to be 
done 


instance, we 


around the edges of old 
Also, young 
people cannot afford suitable foun- 
tain pens and use utility quality 
We have 
no proper desks, either; the stu- 
dents write 


newspapers! these 


school pencils instead. 
hedged in between 
two machines on low typewriter 
tables... .” 

Miss Boaz can be proud of their 
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accomplishment under such ex- 
traordinary conditions and pleased 
with the Banner won by her class. 

Secretaries, too, expressed a de- 
sire to see how their notes rated. 


One Honorable Mention 
wrote: 


winner 


. Lam secretary to the presi- 
dent of the company, but | have 
never taken any shorthand or typ- 
ing tests tor certificates in artistry 
or speed. Since I haven't really 
had a great deal of shorthand in 
my position in the last four years, 
J probably am out of practice. 
Prev iously I took a lot of hearings, 
during World War II, and also took 
minutes of Board Meetings.” 

Many of the top 
pictured on the following pages. 


winners are 


We are sorry that it is not possible 
to show all the winners, but several 
pictures did not arrive in time for 
our deadline. And space limitations 
prevent us from reproducing here 
any of the attractive OGA budget 
We will try to 
these in a future issue. 


covers. include 


WE SINCERELY THANK all who par- 
ticipated in the Contest. We know 
that, whether or not you won a 
prize, all contestants benefited 
from their practice. We'll see you 
another vear perhaps, when we 
hope that many of you will once 
again be among the winners. 
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School Division Winners 


Grand School Prize 


First Place, Private School Division- 


o> 


BD ijy 


b> 
cad 


e 


e? 
at . 
ene 





—_~ 


a 


Silver Loving Cup to the School, and a $100 U. S. Savings Bond to the Teachers 
1 i Haw M 1) I ( t nd A Oh} SCOR! 
— . >..:, ome 
Divisional Prizes — Top Places 
First-Prize Trophy to the School, and a $25 1 S. Savines Bond K S 1) M dietz ( 
to the Teacher H Mr I B. D ‘ 
' , i aL S 1) St. M \ 
{ S 1) WW R | , , 
Hor MI 4 \I rod S M. H Ss M.S | 
Mr ‘\ _ { x » k 
Third-Prize Banner to the School, and 
seen c ) \\ ‘ * to the Teachers 
NM ( MM NI SCORE 
» { i) . a His 
M l M N W 1 D 
AR \ _ ) \ ( | S R . 
| R B. 1 | \ S 
R S < S k 4 S 1) l _ 
| } ( M 
S 1 S 
Second-Prize Banner to the School " a Sweepster / ket WU h M 
+ : . \ BR. Z 
o the J eacher 
Sey 1) ‘ \ 
a ) ~ ~ ~ \or ~ _ } < 
Wie \l I Scor Roan 
>: ‘ 
Prize-School Banner Winners 
tanner he Nch an ) ear Subscription to “‘Today Secretary 
to the leachers 
High School and College Division 
Hig Wat . 
{ & 
~ | Ss ( 
I Parochial School 
s H I H M 
. . . . M W . aves 
Private School Division sett Saint M. Ale 
S | S Ss M Cet | Ss \ A 
\ \ H Carly I M 
) \ , V () (ar | 
Mt ‘ ’ i Ma 
Report centinued on page 484) 


Fountain 


Division 


Woodbury College, Los Angeles, California 


Pen 


1 lulu 
( 1 Zone; 
Desk Set 
New 
Ml 
H 
{ t { 
t i t 
‘ f 
H 
) t lfrs 
re 
H 

















Prize-School 
VI 
x 
A 
© ] ‘ 
Arts H ; 
: it 
’ { 
a 
1 t Com: 
* | |’ 
H Al- 
\ Fr 
QO HH 
r } 9 
\ H 
H 
\ 1) 
O \ 
St 
Le ee 
I 1) 
\J 


Banners—All 
Higt Au- 
Thar Sr. M 
Hig ( 
| s Sy 
. \f 
Vf en 
s State Normal 
, Normal 
Hi 
k " 
k Comm anity 
~ W est 
k Iino 
é 5 r 
Mar H 
Ir 
cm 
Baltin ‘ 
, \ f , 
I ths ( \ 
. eet 
M 
”? 
(; HI 
‘ ‘7 
~ ) 





Divisions 


Our Lady of Per 
Help High S 
Ror . Massa 
P setts \, Var 
St. Peter's H 
! W 
M t vy 
4 f , VW ’ * 
te . ‘ 
“7 | 
Western H 1) rr 
9, Michig a 
( n H Hol " 
M 
re Sane 
R H \\ + 
, M 
i iH 1 
] 
H S | G 
aay \l ‘ 
“a \ 1] , Se H 
Paul Mint 
Bi S ~ 
mF M 
H Ss 1 W 
M 
Hol Trinit H 
Winsted. M ‘ 
Cc. Mm Br 
High §S ( , 
+ VI {; 
k 
H S = 
ter. M 
I 
\ 
H 
T 
Higt 
\ 
r 
i = k 
hes 
K 
1 
I 
H 
Ka 
Ira 
il 
\ 
y 
iH 
Ca 


Second Place, High School and College Division—Shinnston 
High School, Shinnston, West Virginia 


Second 
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Private 
Commercial School, Honolulu, Hi saii 


*lac 
Place, 





School Division—Margaret 


Dietz 
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miany 
I) ( re 
s Ne 
ire vy 
St in 
G High, 
este! New 
. Sr. Vf 
St § J {ry 


K Sr f ru 
nd v» VU 
ve t i < 
( if ege 
e, Nort 
1 re 
t er 
Ml y's ( 
S Bis 


Annual O. G. A, 


For 


Top-Prize Winners 


S NI Hlik SS ( 
Engl N ) S 
Dak Sy ' ‘ 
Var " ; 
Seton Hi 
5 () Not ) I 
ley é ( | IR ( 
Regi Hig N | ! 
l ) \> Vlas rT 
Slovak G \ ’ 
Danville, Pennsyl 
Vania; Ss? VW D RB 
Lillia + } ( € ~ 
Haverford I \ x 
Senior H H - 
+ Penns : 
f Myer H S | s 
I x. W \ 
St. B ce | S oir VJ 
School, P te 
P ! Weir H \ 
S \\ ; 


Honorable Mention Certificate Winners 


‘itish Guiana 
‘ School 
Demarara 

M. J her 


i Delano; 
I ti acher 
s Ga 
4 had | 4 acher 
Soh Lynw 
a iB tr her 
( Higt 
r Elsie M 
Higt 
, Sr. Mar 
H Santa Clara 
G ¢ er 
s ] Wor and 
ri G l’ re 
Canada 
I Institute 
ree Hi 
D> hy T 


Canal Zone 


( Occupational 
bel er qoity 


Zone: Terry A 


wher 


Gold Seal 


Indiana 


Idaho 


G ( Higt 
ea tet Iowa 
Josey H 
> Sr. Naveria St. 1 High 
M ( B 
‘ 
"W ( : M \ 
Sr Ma St M i “ H M 
S " W i \ r 
i ( | 
Chica s M I> | : 
I Sr. M . 
. VV 
Ma ‘ I 
Nr Ma l 
Help i Chica 
Sr Ma ( mentia, 
i  e Maine 
Hig Chicas 
Sr. Mary Sebastian and TT s \ 
Sr Mary Maxime M I J 
APs 
t Township H 
East Moline: R I 
E tea 
High Sc ( Marvland 
Mr Fra B. Y , 
teacher 
Mount St. Mary Aca H s ‘ 
St Cha s° Sr 1 Mod ~ 
Ma i acher 


Second Place, Parochial School Division—St. Mary’s Acad- 


emy, Cristobal, Canal Zone 


@ June, 1952 
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See pages 482 and 


Massachusetts 


st. John High, 

‘ bridge; Sr Clare 
teacher 

High School, Clinton; 
Mildred E, Gannor 
teacher 

mR. M. C. Durfee Hig! 
Fall River; Katheri: 
L. Hogan, teacher 

a s Blood Higt 

H ke: Sr. Mary of 
Bethlehem, teacher 

St Jean-Baptiste Higt 
Lynn; Sr Marie 
Perpetue teacher 
tartlett High, Webster 


Marion W. Currier 


teacher 


Michigan 


st. Clement Higi 
Ce r Line; Sr M 
Ar Joachir teacher 

S Ambrose School 
Detroit; Sr. M 
Francita, teacher 

1 Scl 4 


Ir Mountain; 


Mr Beatrice Tracy 
Ss M School, Jack 
= i y Ignatia 
s Truax High 
Trentor Mrs. 1 

Kerr, teacher 


Minnesota 


gh School, Deer Ri 

M Gertrude Daw 
Hig School, Hinckley; 

I) a Peterson, teacher 


H Trinity Hig! 
New Ulm; Sr. M 
> vsia, teacher 


Montana 


G Central Higt 
I f Sr. Mary 
Fiorentia, teacher 


New Hampshire 


\ Dame High, Berl 
Sr. M. St. Mildred 
Ss l is de Gonzague 
H Nashua: Sr M 
f St. Gerard of 
Hungary, teacher 
s Martin High 


Somersworth; Sr. M. St 
Francis of Annecy, 


eacher 


New Jersey 


High School, Dumont 
Mr Muriel J. Gre 
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Our Lady Queen of Peace a 
High, North Arlingtor Philip} 
Sr. Catherine Anits 
ea hoe ¥ : University of the East, 
3 School, Wood- Ridge; Manila; - 
Jean Craig, teacher Mrs. Josefina Mencia 


Mr Marina Rustia 
Virginia Tabane 
Mr Fe Gonzale 


New York Mrs. Dolores Pineda 


Carmen C. Suarez 
Julita Protestante ind 
Immaculate Heart of Benigno M. Sulit 
1 Acadet Buta 
s Mary Liliose, 
acher Rhode Island 
H School, Herkimer 
A a E lat teacher 


Oceanside 
Wilhelmina Nunnene- 
kamt teacher 


St Patrick Higt 
Pr le e: Mothe 
Mary Joar teact 


: South Carolina 
North Carolina 
Parker High, Bre 
i School Mount ie Miller . 
H Mrs. T. L. Ware, 
Jr., teacher South Dakota 


Ohio Nina E. Nation, teacher 


East Wt Akron; Utah 
Mr Martha D. Miller 
teacher \ High. Ro 
St. Mary Higt Mrs. Leora C. I 
( rt atl " School. T . 
sr aria t ner 
ran High, Cleve Julian C, We 
} Dierksheice 
Gallia Acedemy 1 Virginia 
A ace 
Gallipolis; Eulat 
W ams, teacher olleg f Williar i 
r Dame H Ma Ww amsbur 
H Sr } r I l act 


West 


Oklahoma High Set Charl 
Mr Martha Frazier 


Virginia 


‘ State (¢ ege 
1 Frat ‘a ‘ 
Lauderdale Holla Wisconsin 
teacher 

I Higt Milt 
] Ruby A, 
> \ ew teacher 
Oregon . — oe 
A ; Milwaukee 

H School, St. Hele Sr. M. Dominic and 

Dolores Pyl, teacher Sr. M. Jacqueline, 


. 'y 4 
Pennsylvania Wyoming 
Hi School, Chevenne 
Hathoro-Horsham Hig! ch Scho heyenn 
Hatboro: Mrs, Char Florence L. Br 


1) Greiner, teacher 


J l’ MeCaskey Higt 
Lancaster; Sara | 
-* r and Marior Red Seal 


ick, teachers 
t 


High School, Norristown; 
Edna E. Rundle, teacher 
1’¢ Hig! Verona; =e 
Mrs. Helen M Alabama 
sa lers teacher 
o Mary's Higt s Margaret Higl 
Williamsport tayou La Batre 
Sr. Rosanne and Sr. M. Rosaire, teact 


Sacred Heart Acader 








Third Place, Parochial School Division—St. Louis Academy, 
Lowell, Massachusetts 
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ir ie :, teacher 
Arizona 
High School, 


Mrs. Gerry Weave 
teacher 


California 


Union High, Carut! 
Don M. Freasier, 
teacher 

Belt t 


oe High, Mar Georgina, teacher ; 
(larind teacher 
Ur High, Manteca Idaho 
Mar Lotht an 
Ra nd B, Ellam Idaho &t ‘ ‘ 
teachers Pocate Ne I) 
taker he 
Canada 
ee besten: Illinois 
SasKatchewa M 
Mr Vi - \ Cartha ( 
teacher (ar e; I 
St. Michael Acadet Osterma 
Chatham, New B Loret Acader ) 
wick; Miss M. A Chica Mrs. H 
Ryan, teacher M teache 
< Patrick B P St. G H M 
( ext Dighy Chicago 26; 
Nova Scotia; a A - 
Sr. Mary Charl Cor Hig s 
teacher Harvard \ 
S Croix Commercial \ a tea iH 
‘ ege St. Step 
N B wick } 
Ml H Browne 1 r Iowa 
Presenta of M 
burg Que High S&S ] Ss 
Sr A gre e-s Vera R r ! 
Ma her 
‘ 1 4 I 
wag nc Hh: ag ie Kansas 
S Pierre-Mar 
eacher . fe Hi gt sel l A s 
St. Mary’s Aca sane B. 
Ww r 0 } : “es G _ 
Sr. M. Eula ‘ 
1 
Kentucky 
Connecticut a H 
I Ruby I H 
H Sel H ache . 
Martha V. J : 
Cette nite Maine 
lr’ Sr ] 
; i . } 


"Lac 
Place 


a 


oe 


Sr Marys 


» High 


querque High School, Albuquerque. New Mexico 


Hayder 


High Sche Simsbury Mr Minnie J. Libby, 
Mrs Ada K. Curt eacher 
teacher B Busine ( ‘ 
Lewiston: Wilfrid A 
‘ ary tw tes hee 
Cuba iamache,, ence 
sr. Christine de Marie, 
r, American Dominica teacher 


Academy, Veda 
Havana; Sr. Josep 


Marie teacher 
Merici Academy, Ha i 
Lucia Sabi, teacher 
ers, Cc 
District of 
Columbia 


St. Patrick’s Aca 
Washington: Sr. M 


School and College 


%.7,. 2, 2.9, 9.4, 4, 3% ¢ 3,7 





‘ortez W. Peters Busine 
School 


Evelyn D 


ee ee 
















Maryland 


Baltimore 17; 
Wilkey 
eacher 


Massachusetts 


M \ I 
eR ‘ 
H Ib 
Sr Marie Ss 
ame H 
( e: Sr. A la 
acher 
H R 
( r His } 
Sr. A 
Aca 
RK i & Jea 
Ar acher 
= Ma \ y 
| i r Sr Ml 
\ iH ‘ 
= M. Pauli 
Sct Ha 
Olga 3. Veck r 
va rs H 
M Haze 
W t i 
High, 8 
Sr I 
re ( ~ 
Bea W 
j H 
Sr. | r Rose ea r 


gh oS Alr 
M a Pa t 4 r 
~ ‘ t 
Robert } 
er 
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Continued page 


Dirision—Albu- 









Third Place, Private School Division—Philippine School of 
Commerce, Manila, Philippines 


June, 


1952 





INDIVIDUAL PRIZE WINNERS— 


Student Division 





Lois Bourquin Sumie Hisanaga Jane Okamura 


Ist Place 2d Ptace 3d Place 


Individual Winners 
Grand Prize 
Silver Loving Cup and Gold and Enamel OGA Pin 


Eutiquio Mendoza Philippine S | ( nerce, S 
Manila, Philippine- 


Student Division 


Top Places 


First Pract S» I p Lois 1 Ss B t & 
St t ( lewe, Baltin M 
SEcOND PLact pster t Ss e Hisar Hil ( 
ne il College Hil Hawa 
TuHirp Pia Esterby Fountain Pen Desk Set Jat Ok 
Margaret Dietz Commercial School, Honolul Haw 


Next Ten Places 


Personalized copy of Hutchinson's “Standard Handbook 
for Secretaries,’ New Sixth Edition 





Rosaline Takazawa, Bangkok, Thailand W 

Farrington High, Nicole Forest, St. 

Honolulu, Hawaii (Ann's Academy, 
J Anne De Lait Rawdon, Montcalm, 

High School, Marys Quebec, Canada 

ville, Kansas Conrado A. C An 
Jeannine Paquette, St Philippine 100] 

Louis Academy. Commerce, Manila, 

Lowell, Massachu- Philippines 

setts Regina Kam, St Bev 
Vichit Se Tang, As- Mary's Academy, 

sumption Commer- Colon, Republic of 

cial College, Panama Michigan 


Honorable Mention Winners 


Gold OGA Pin 











Nidia Ardines, St, Mary's “Wisconsir 
Academy Col Re Asako Egusa, Hilo Com- 
public of Panama mercial College, Hilo, 

Annette Bender, St Hawaii 
Mary’s High, Wi ‘l Victoria Fernandez, High 
port, Pennsylvania School, Hayder 

Jackie Bennet, State Arizona 
Normal University Claire R. Fournier, St 
Normal, Illinois Joseph High, Lowell, 

Mary Bernal, St Massachusetts Hilo. Hawali 
Gertrudes School, Mora, Grace Fujinaka Sylvia Kansako, Hil 
New Mexico Kaimuki Hic! Commercial College, 

Arline Blunt, High Honolulu, Hawaii Hilo, Hawaii 
School, Dumont, Theresita Garcia, St Esther Kawasaki, Far 
New Jersey Mary's Academy, Colon, rington High School 

Johanna Brian, Lorette Republic of Panama Honolulu, Hawaii 
Academy, Kansas City Nicole Gariepy, St Dorothy Kickhafer, Gregg 
Missouri Ann’s Academy, College, Chicago 

Jean and Sheila Bucker- Montcalm, Quebec, Illinois 
field 32 Park Road, Canada Colleen King, Kingstor 
Birmingham 18, Yolande Gratton, Holy St. Vincent, B. W. I 
England Academy, St Edna Kishimato, Unior 

Denise Cagnon, St. Ann’s Quebec, Canada High, Santa Clara 
Academy, Moritreal Francisco J. Gregoric California 
Quebec, Cana‘a Philippine School of Irene Kwiatkowski, 

Arlene Cicero, Higt Commerce, Manila, Roosevelt Hig! 
School, Canoga lark Philippines Wyandotte, Michiga 
California Ruth Guilfoyle, SS Bernice Martin, 

Shirley Cole, The Gregg Cosmos and Damian Roosevelt High 
School, Croydon School, Punxsutawney, Wyandotte, Michigan 
England Pennsylvania Lavonne McMahon, Higt 

Carol Colson, Lourde Valencia Harewood, St School, Marysville 
High, Marinette Joseph's School, Colon, Kansas 
Wisconsin Republic of Panama Maxine Merritt, Gallia 

Lorraine Coutu, Notre Dora Haseyama Mar Academy High 
Dame High, Central garet Dietz Commercial Gallipolis, Ohio 
Falls, Rhode Islar School, Honolulu Kimie N. Mizuguchi 

Jean Daniels, The Gregg Hawaii Hilo Commercial l 
School, West Croydon Kazuko Hayashida. Hilo lege, Hilo, Hawai 
England Commercial College, Misao Nakamoto, Hi 

Margaret Dunn, Edge- Hilo, Hawaii Commercial Colle 
wood High, Madison, Rosario Herrera. St iW Hawaii 


486 FODAY’S SECRETARY e June, 1952 














P. Yok Kwang Se Char 








Bangkok, Thailand 
Efiong Edem Ekpenyong, 


INDIVIDUAL PRIZE WINNERS— 


Stenographer Division 





Yuki Hisanaga 
3d Place 


Hawa 

Mary Terr K t 
High. Wya 
Michigan 

Nelda Thom, iHigt 
School, Gree ille 
Illinois 

Florence Wada, Margaret 
Dietz Commercial 
Set Honolulu, 
Hawaii 

\ W Kar ir 


Perak. Federation of 
Malaya 


Ca Wotochek, Higt 
School, Algoma 
Wisconsit 

Pa Yamasak H 
‘ nmer al ¢ ge 
i Hawaii 

Y kK amas a. Hilo 
( ercial ¢ ege 
H Hawa 


Stenographer Division 


Personalized copy of Hutchinson's “Standard Handbook 
Sixth Edition 





P. Bamrung Angs- 
Vat n la, Bangk Ik, 
Thailand 


Honorable Mention Winners 


Daniel Rendal Ir., 
Calero, Santa Cruz 
Manila, Philippines 

Arun Sanhachawee 
Sangkok, Thailand 

Looi Hoong Seong, 
Perak Hydro Electr 
Power Company, Ltd 
Matim Nawar, Perak 
Federation of Malava 

Evelyn Laurette Smith 


Springer, New Meric 


Ruth M. Snider 
Ninth St Riversice 
California 

Mr. %. Solomons 
No. 5 Flying Training 
School, R. A. F 
Thornhill, South 
Rhodesia, Africa 

A. Thanakodi, lerak 
Hydro Electric Power 
Company, Ltd 
Malim Nawar, Perak, 
Federation of Malaya 

F. Beatrice Waterhouse, 
R. F. D. 1, 
Attawaugan, Dayville 
Connecticut 

Claire L. Willme 

10 Eaton Avenue 

Detroit Mict 














iga 








INDIVIDUAL PRIZE WINNERS— 


Teacher Division 





Norma S. Hall 
Ist Place 


Teacher Division 


Personalized copy of 





Hutchinson's 


Pop Places 


Next Ten Places 


“Standard Handbook for Secretaries” 


, ‘ ( 
Huron, Sout Ss 
Dakota 

B. 1 Bunyay t St 
\ssur ron | I 








Bangkok Phailand Err 

M Jessie P. Coxe S 

H S 1. Mill : 

I Pennsyly Fra 

SS. 1 ncois P 
\ssise, Assump P I 
\cademy P syl 


Honorable Mention Teachers 








Sis 
} 
Wis sit 
Stanley G. Lober, 
W k R 
vy Se . 
a 
< t ~ WT» 
England 
s. Nora St. P 
10ld Seal Proficiency 
Certificate and Gold 
and Enamel OGA Pin 
iH Ks 
\ High, Asheville, 
N h Carolina 
= 4 ‘im phalsa 
\ Con er il 
( ge, Bangkok 
i at 
Creager, High 
s Marysville, 
hK is 
K. Dellaver 
r-Bryant & 
Stratt College, Balti- 
e, Maryland 
r e Dierksheick 
eran Higt 
i Obie 
in Eva 
SI} and Hall 
( ing Insti 
i inghalr Ei gia 
largaret Gregory, 
Me h College 
KR ! North Car i 
a Guangeo, | 
of San Cark 
‘ Cj Philippine 
t E. Keene, Portia 
t ing School, Port 
Maine 
1 Bar-Kama 
h pinski, Ulpar 
G g Schoc Haifa, 
Israc 
A Okuda, Hilc Com- 
reial College 
Hawaii 
Mr Elizabeth Orem, 
Lake Oswego Higt 
s Oswego, Oregor 
Car H Petersor H 
S Ecorse 
Mishigar 
Winifred Price, Ti 
Gregg School, Cr 
s Englar 
4 B. Rousse iH 
s I Dracut 
Massachusetts 
ona Squires, Higl 
School, Stoneham, 
Massachusetts 
Sr. OM St Francis of 
Annecy St Marti: 
Hig Somerswort! 
New Hampshire 
Ss Marie Frances St 
Joseph's Secretarial 1 


stitute. Loekpor 
y rk 


New 


‘ Hig Marin- Center Line Michigar 
Wisconsi Sr. M. Elfrida, St. Mary 
Myrene, SS. ¢ ‘ Central Higt Carlyle 
i Damian Sct Illinois 
"unNXsulawney Sr M Matthew 
yilvania s Augustine High, 
Ss s Matthie s Chicage Titi 
ep Hig! Low Se. & Paul 
Massachuse s Ann High 
J e Witha Gloucester, Mas 
er ‘ e ge Sr Marie France 
s Massachusett s Josep! Secretarial 
I itute, Lockpor 
Red Seal Proficiency New York 
Certificate and Gold - Mar ‘ 
OGA Pin ne 
Fox Chase 
Ie Ss) nia 
( I Car  * - Sr Mar Daniel 
A e! Ash s Hedwig Higt 
‘ Massachuset Detroi Michiga 
l S. (Cr s Mary Doloretta 
! " ‘ eee ‘ ami ¢ se H ) 
{ aneta, Pa asina Chicage I} 
ppines Sr Mar Maxir 
G t A Dawson, St Stanisla Kostka 
Hig School Deer Higl Chicag I 
K r Minnesota s Mary IP H 
e Dougla I ! Family Academy 
S l, Lak Wor ) aK Ili 
Flor a I Vichi Sukthavor 
W 4 Gamache 4 pti ‘ mer al 
I Business ¢ ‘ ‘ Ke Bangkok 
Lewisto Maine ha nd 
Mildred E. Gar Hig Mr Margar E. Va 
Set Cli s Doane ¢ ege, 
Massacl tts Crete Nebrask 
Mr Albina F Git J an ¢ WwW H 
High Set l, Seg Sel Toe lta 
Texa 
Mrs. George A. Kempler 
Strayer-Bryant a Blue Seal Proficiency 
Str vantest Certificate and Gold 
3a re, Maryla OG4 P 
Verna Leech. H ’ in 
s Carr 
M iri RK \ Agnew Uni 
Mary McConnell, Giri’s Higt M J 
Hig Anderson, Wis si 
Ss h Carolina Ruth K taker, Adult 
Der I’ Mnimatice g Sct North 
America Missi Holly wor California 
Commercial Colles Mr Lou \ Bowman 
Alexandria. Egyp High Sch t Con 
\ et Neale erce, Ottawa, Ontario, 
Hinchley Wood County Cana 
Schoc Surrey, Engla Wi a Bra High 
( r te Seiffert Sol l “ 
Free High, Cabk Californi 
Wisconsin Dorothy R. I 1 High 
Sr. Josephine Maris School tewa le, 
s Teresa Acadet Minnesota 
I Tdahe ~ M. Dew rew 
Sr M Ann Joact College ( r 
Ss ( tH Geor 


TODAY'S SECRETARY 





Daisy E. Conquest 
2d Place 





M A I ra 
H ws Staff 
= ‘ 

M i Frazier H 
s Charl 
\\ 

M 
I 

Age Higt 
N 

Hele North 
H on, 
New York 

Ir eH Hi h School 


Mrs J K MacArthur 
St. Thomas Busine 
‘ ge, St. Thoma 
Ontar (anada 


Hilda Mesick, Senior 


Higt Wapato 
Washingtor 

M er J h Mar 

( ver Higt Basse- 
terre, St. Ki BW. 

D i Hugo Pete 
Pinkerton Acace 
Derry Village 
New Hampshire 

) a Peter High 
Sct Hinckley, 
Minnesota 

Anne Pezzuti Uni 
High Sct Dela 
California 

Anna Mary Regish, High 
Sel Stonehan 
Massachusetts 


Qur Lady Queen f 
eace Higt Nort! 


Ar New Jer 
Sr. |} or Rose 
s Josept Higt 
Somer P 
Massachuset 
Sr. Florence Louise 
= James High, Salem, 
Massachusett 
Sr. Joseph Mar 
American D 
Acader Havana, Cuba 
Sr. M. Ant ne, Shankle 
High, Fars N 
Dakota 
Sr M Therese-Alma 
Distri Sel 
Maree Sash ewan, 
(Canada 
Sr. Mary A 
s Josept Academy, 
W hee We 
Vir i 
Sr. Mary of Bethleher 
I’re Blox Higt 
H . Massa t 
Sr. Mary Jeromina. Holy 








Edwin R. Bowman 


3d Place 


H ( v Iilinol 
Mr. aula Ma 
= Mar Acai 
Newea t New 
B wick, Canada 
Mr Vivien Slugoski 
High School Assini 
Ola, Saskatchewa 
( anada 
Marjorie Smile High 
Sol M n wa 
Gera e Strouy Higt 
School, Garber 
Oklahoma 
Mrs. Beatrice K. Tracy, 
Senior Higt Iron 
Me tai Michigar 
DD y | rravi 
‘ tral Higl Grand 
Forks, North Dakota 
Dorothy J Wieczorek 
Bacon Academy 
Colchester, Connecticut 
Frances B y zg 
710 La Due Street, 
Greenville Iilinois 


Certificate 


OGA 


Membership 





and Gold 


Pin 
ra sco Al 
Philippine 
( merce la 
Philippine 
rothy A Andersor 
Me r High Pak 
4 alifornia 
a D. Baker, Idaho 
State ( exe *ocatello, 
Iiial 
Mr Hele Beaula 
High School Sur 
t Vert t 
Br Benignus, St 





Institution, 


Penang, Malaya 
Do-othy Burgdorff, High 
School Neenal 
Wi t 
Jean Craig, High School, 
Wood-Ridge, New 
Jerse 
s e DeMent High 
School, Montevallo, 
Alabama 
Ruth D t Spearsville 
Higt Lillie Louisiana 
Margaret V Far r 
nden Hall J r 
( lege Lititz 
ent lvania 
Miriam D. Gambrell, 
Gir Higt Anderson, 
s th (Carolina 
Der G High School, 
Florence, South Dakota 
Katherine I Hoga 
B. M. ¢ Durfe High, 
Fall River 
Massactl ett 
Helen Hole High 
Sche Brooten, 
Minnesota 
France Lauderdale 
H a State 
‘ ge ' 
OkKial 
Mr Anna P. Hymes 
I trial H ! T ca- 
Alabar 
Mr ra Me Higt 


Scho Henr ‘ 
I 

Marti Merca s 
westetr Susine 
University, Eve 
Seba Houst Texas 


A a help Miteche 
Fugazzi School of 





Bu ‘ Lexingtor 
Kentuck 

Rosa Doris Nasserden, 
Collegiate Institute, 
North Battleford, 
Saskatchewar Canada 


Mrs. James G. Nuns 
M« 


pelier-Harrisor 
Township Higt 
Montpelier, Indiana 
Nonata ¢ Quisumbing 
Gregg Writer Institute, 
Taclobar Leyte, 


Philippines 
Joyce Rohde, High School 
Wisconsir 
High 


Randolph 
Patricia 
School 


Safranek 


Caledonia 
ta 


Scott High 





Abilene, Kansa 
Margaret, 
St Mary 
St Charl 
Sr M. Fabian, St 
Francis de Sales Sct 
Newark, Ohio 
Sr. M. Gerard 
St. Francis Convent 
School H 
Hawall 
Sr. M. Rosaire 
St Margaret High, 
Bayou La Batre 
Alabama 
Sr. Marie Frances 
St. Joseph's Secretarial ; 
Institute, Lockport 
New York 
Sr Mary Carmella 
M t Nazarett 
Academy Pittsburgh 


Pennsylvania 
Sr. Mary of St. Felicia 





Philippines 


Honorable Mention Certificate Winners 


(Continuing Gold Seal Schools trom page 445 


( ral Higl I t 
Mr Erma Carpenter 
eacher 

s Michael High, Flint 4 
Mr Har Bac 

High Sct hi 
Mabel I. Wubbena 
teacher 

Hig! Schon (;winn: 
k Andersor 
teacher 

s Sir Higt 


Ludingt 
Sr. Mary Placid 


Minnesota 


@ Jun 


} a lve 
Patr 
teacher 
Mi 


R. Traeger, 


hex Reiiw 

Mary G. Heery, 
hax Rosemount 
A Wimmer, 


Missouri 
Center High, Kansas City 
Mabel C. Churet 


teacher 


Montana 


Cathecdra Higt He 
Sr. Mary Judit? é 


Nebraska 
St. Fra: 
Hump! > vi 
Ethe her 
(Cor i page 488 
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INDIVIDUAL PRIZE WINNERS— 


Lois Bourquin 
Ist Place 


Student Division 








Sumie Hisanaga 
2d Ptace 


ae ens 


Jane Okamura 





3d Place 


Individual Winners 


Silver Loving Cup 


Eutiquio | Mend 


Grand Prize 


and. Gold and Enamel OGA Pin 


za, Philippine Ss ( nerce, Samy 
Manila, Philip ines 
™ . . . 
Student Division 
Top Places 
First PLact S» ‘ Lois ] ' ‘ Gs er-B t & 
Stratt College, Baltin n Mary i 
Sr Pact Yweepster” Pocket Wate Ss His Hil 
il College, Hilo, Haw 
TuHirp Pract Estert k Fountat ‘ Di s | Oka 
Mare t Dietz Commercial School, H Haw 
Next Ten Places 
Personalized copy of Hutchinson's “Standard Handbook 
for Secretaries,’ New Sixth Edition 
Rosaline Takazawa, Bangkok, Thailand Wond Chi Kit, « 
Farrington High, Nicole Forest, St. Perak River Hy: 
Honolulu, Hawaii Ann’s Academy, Electric Power 
J Anne De Lain Rawdon, Montcalm, Company, Perak, 
High School, Marys Quebec, Canada Malaya 
ville, Kansas Conrado A. Cruz, Annette Greene 
Jeannine Paquette, St Philippine School of Roosevelt High, 
Louis Academy, Commerce, Manila, W yandotte 


Lowell, Massachu- 
setts 
Vichit Se Tang, As- 
sumption ( ommer- 


cial College, 


Philippines 
Regina Kam, St 

Mary's Academy, 

Colon, Republic of 


Panama 





Honorable Mention Winners 


Nidia Ardines, St 
Academy Color 
public of 

Annette Bender, St 
Mary’s High, Willian 
port, Pennsylvania 

Jackie Bennet, State 


Normal University 
Normal, Illinois 

Mary Bernal, St 
Gertrudes School, Mora, 
New Mexico 

Arline Blunt, High 
School, Dumont, 
New Jersey 

Johanna Brian, Lorette 


Academy, Kansas City 
Missouri 

Jean and Sheila Bucker- 
field 2 Park Road, 
Birmingham 18, 
England 

Denise Cagnon, St. Ann's 
Academy, Mo:treal 
Quebec, Cana ‘a 

Arlene Cicero, Hig 
School, Canoga Park 
California 

Shirley Cole The Gregg 
School, Croydon 
England 

Carol Colson, Lourdes 


High, Marinette 
Wisconsin 

Lorraine Coutu, Notre 
Dame High, Central 


Falls, Rhode Island 
Jean Daniels, The Gregg 
School, West Croydor 

England 


Margaret Dunn, Edge- 
wood High, Madison, 
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Gold OGA Pin 





( Hilo Com- 
ercial College, Hilo 
Hawaii 
Victoria Fernandez, High 
School, Hayden 
Arizona 
Claire R. Fournier, St 


Joseph High 
Massachusetts 
Grace Fujinaka 
Kaimuki Hich 
Honolulu, Hawaii 
Theresita Garcia, St 
Mary’s Academy, Colon, 
Republic of Panama 
Nicole Gariepy, St 
Ann’s Academy 
Montcalm, Quebec, 
Canada 


Lowell, 


Yolande Gratton, Holy 
Angels Academy, St 
Jerome, Quebec, Canada 


Francisco J. Gregori 
Philippine School of 
Commerce, Manila, 
Philippines 

Ruth Guilfoyle, SS 
Cosmos and Damian 
School, Punxsutawney, 
Pennsylvania 

Valencia Harewood, St. 
Joseph’s School, Colon, 
Republic of Panama 

Dora Haseyama, Mar- 
garet Dietz Commercial 
School, Honolulu 
Hawaii 

Kazuko Hayashida, Hilo 
Commercial College, 
Hilo, Hawaii 


Rosario Herrera. St 


Mary’ 


Academy, 
i or ! f 


Repu 
Panama 

Josephine Hsi, I 
f Business Admi 
stration, Hong Kong 
China 


Ha mi Kaneshiro, Hilo 
Commercial College, 
Hil Hawaii 

Sylvia Kansako, Hile 


Commercial College, 
Hilo, Hawaii 
Esther Kawasaki, Far 
Tington High School 
Honolulu, Hawaii 
Dorothy Kickhafer 
College, Chicago 


Gregey 


Illinois 
Colleen King, Kingston 
St. Vincent. B. W 


Edna Kishimato, Unior 
High, Santa Clara 
California 

Irene Kwiatkowski 
Roosevelt High 


Wyandotte, Michiga 
Bernice Martin, 
Roosevelt High 


Wyandotte, Michigan 
Lavonne McMahon, Higt 
School, Marysville 
Kansas 
Maxine Merritt, Gallia 
Academy High 
Gallipolis, Ohio 
Kimie N. Mizuguchi 
Hilo Commercial l 
lege, Hilo, Hawai 
Misao Nakamoto, Hil 
Commercial ¢ ‘ 
Hilo, Hawaii 


INDIVIDUAL PRIZE WINNERS— 


Stenographer Division 


I> Naka i Massa Hawaii 
‘ mercial ¢ ¢ I ro Sa 1 Mary Terr K 
H Hawa Sel ( High. Wya 
Michiko Nishida, H mer Manila Michigan 
( reial ¢ ‘ Phili ine N a Thompson, Hig 
Hi Hawaii Eilee Sarple, Tl Scl l, Greenville 
Rosie Packard, Williar G School, Cr Illinois 
H Oakland, Maine l ’ England Florence Wada, Margaret 
I te Provencal, 8S K rta Silva. Hil Dietz Cor ercial 
\ s Acadetr ‘ mercial ¢ ene Sel H lulu, 
Montrea Q Hi Hawaii Hawaii 
Canada A. Stone, N \ \ Ka ir 
Juanita Re r. Roswe I) eH Ha Perak. I eva { 
B ness ¢ oO} Malaya 
Roswe New M in M. Swa H Carol Wotochek, Hig 
Ber e Rettig. S Sol W t s “ Algoma, 
( ent High, ¢ r Mi ta Wisconsir 
Line, Michiga Blossom K. Sw Patsy Yamasaki, Hi 
Barbara R r, &. I Margaret Die ( nmercial College 
Acader Lowe t ial Sch H Hi Hawaii 
Massa t Hawaii Yuriko Yamashita, Hil 
K R s Mary Tanaka, Farring Commercial College 
I \ I t High, H lulu, Hi Hawai 
. = = 
Stenographer Division 
lop Places 
Firs ‘ ww) L Cup: Gerald Reid. G Le ery, Cristoba 
Canal Zone 
St | S epster’” Pocket | S sak ( erila Bangk 
, 
i 
PHIR PLACE ] k Hisanaga 
I H =t.. H 
Next Ten Places 
Personalized copy of Hutchinson's “Standard Handbook 
for Secretaries,” New Sixth Edition 
St s Pavlides Box $ MacDill Ook 
Abdel Moneim Air Force Base Eva R 
St t. Alex lria, Florida Cas 
Egypt C. Mildred Chris [oP 
Shige } aw 54 Marion Avenue, © 0st 
McBryde Sugat Springtiel as 
Company, Ltd New lersey I s 
Kalal Kaua Lucy Marietta Chris ‘ 
Hawaii th 54 Mar pe ‘ 
M. kK ee Chenlikhit, Ave e, Springt rth Carolina 
R kok. T! ind New Jersey P. Bamrung Angs- 
S/S Willian Ayako Nait vanonda, Bangkok, 
facQuarri P.O. B 58 Phailand 





Gerald Reid 
Ist Place 


Yuki Hisan 


3d Place 


Honorable Mention Winners 


Charles Wellington A 
Appah, c/o A 
Bremang, Station Re 
tox 64, Nkawkaw 
Kwahu Dist., Gold 
Coast, W. / 

Betty G. Benninghof 
P. O. Box 12 

Lincoln Avenue 

Ashland, Ohic 


ngkok, Thaila: 
an Changcharoe 





tangkok. Thailar 
Chewin Chittinanda 

Bangkok. Thailand 
s in Se Chua 


Kwang Se C1} 


har 
a 


Bangkok, Thaila: 
Louise Coury, Basseterre 
St. Kitts, B. W. I 
Betty Delaney, R. F. D. 
2, Stanley, New York 

E. McD. Durant 
Wismar Vicarage, 
Wismar, Demerara 
Rives British Guiana 

Efiong Edem Ekpenyong, 
70 Ogui Road, Asata 
Enugu, Nigeria. 
West Africa 

Hat W. Glogauer, 


Casilla No. 950, 
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Gold OGA Pin 





La Paz, Bolivia Daniel Rendal, Jr., 7 
South America Calero, Santa Cruz, 
An ottschalk, 617 Manila, Philippines 
Grant St., Wausau, Arun Sanhachawee 
Wisconsin Bangkok, Thailand 
Marjorie M. Hare, 908 Looi Hoong Seong, 
Monroe St., LaPorte, Perak Hydro Electri 
Indiana Power Company, Lt 
Gertrude Kinat, 1895 Malim Nawar, Perak 
Knowles, East Federation of Malava 
Cleveland 12, Ohi Evelyn Laurette Smith 
Barbara K. Lee, Springer New Meric 
Phoenix Life Insurance Ruth M. Snider, 1055 
Company, 1680 N Ninth St Riversice 
Vine St., H wood, California 
California Mr. &. Solomons 
Aniceto I. Madejas, Jr., No. 5 Flying Tr Ine 
sureau of Posts School, R. A. F 
Tacloban, Leyte Thornhill, South 
Philippines Rhodesia, Africa 
John E. Mitropoulos, A. Thanakodi, Perak 
11 Rue de la Poste, Hydro Electric Power 
Alexandria, Egypt Company, Ltd . 
*hromintr Malim Nawar, l’erak, 
. on Federation of Malaya 
Bangkok, Thailand F. Beatrice Waterhouse, 
M — Rn. F. D. 1, : 
rs. Wythe A. Poff, Attawaugan, Dayville 
205 Washington St., Connecticut 
Galax, Virginia Claire L. Willmes 
Gladvs B. Putterbaugh, 10 Eaton Avenue 
Bin Indiana Detroit Mict 








aga 














S— INDIVIDUAL PRIZE WINNERS— 


Teacher Division 





) 
aa Norma S. Hall Daisy E. Conquest Edwin R. Bowman 
ea Ist Place 2d Place 3d Place 


1 


. a - a Ma A. Fitzgeral Hig Chicas Illinois School, Henryville 
elt Teacher Division 
























H Sele Staffor sr. 8 Paula Marie Indiana 
Spr ‘ necti s Mar Academy Marti Mercado s 
Hig Martha Frazier, Hig! Newea Ne western Business 
. r ogee So hool Charlest tr wick, University, Evening 
. lop I lace » \ Virg " Mr Vivien Sh School Houstor Texas 
Mr Agnes SS. Gruype High School i Anna Phelps Mitchell 
lar gare R Pact Sues Mrs. N na S. H La State Col Thayer High. Wi bola, Saskatchewan, Fugazzi School of 
sy lew tf Te logy, Be l s hester, New Ha re (Canada Zusiness, Lexington 
. Age KE. Harriga Hit Marjorie Smiley High Kentucky 
. S sp Prace: “Sweepster’’ Pocket Wat Mrs. Daisy E. Conquest, Com- School, Lisbor School Monona lowa Rosa Doris Mpsees len, 
. ] Ne ! r ' 1 tr ' , ol riate nstitute 
{ 1 ¢ lex Hal Hawai ‘ew Hampshire Geraldine 8S t Higt Collegiate i " 
( ! eee, ’ Hele BR Harri North School, Garber North Battleford, 
, Purrp Prace: Ester ] tain Pen Desk Set “dwin R Jowm: High, Binghamton, Oklahoma Saskatchewan, Canada 
Hig } ri a , 4 + , Z en l 4 ‘ I ‘ R. Bowman, A pecan Mrs Seatrice 2. ieee: Mrs. James G. Nunn 
5 1 wate wna - Irene H High School, Senior Hig Iron Mont pelier- Harrison 
ah Summit, New Jerse Mountai Michigan Township High 
Hi Next ren Places France Ledbetter Hig Dorothy 1 Travi Montpelier, Indiana 
“s School, Lake Worth Central Higl Grand Nonata ©. Quisumbing 
, Personalized copy of Hutchinson's “Standard Handbook for Secretaries” Florida Forks, North Dakota Gregg Writer Institute, 
‘. Hil Edril Lott, College of Dorothy J. Wieczorek Tacloban, Leyte, 
— ] } | } William and Mary Bacon Academy Philippines 
( r Phillip st Coll a a I : 
H N we Hege W amsburg, Virginia hester, (Connecticut Joyce Rohde, High School 
a . merce M J. Ko MacArthur + B. Young Randolph, Wisconsir 
Cit tluron, S » St. Thomas Busine 710 La Due Street Patricia Safranek, High 
sist Dakota ( ege St. Thoma Greenville Iilinois School Caledonia 
I B. Thiva Bunyavanit Ontario, Canada Minnesota 
M s Assumption Com- — Hilda Mesi Senior OGA Membership Eleanor J. Schumann 
\W i Coll High, Wapato, Certificate and Gold High School, Greenville, 
Wis . - ts eRe, - Washingtor Pi Pennsylvania 
' G. Lober, Bangkok, Phailand Ert Mother Joseph Mary in Winnie T. Seott, High 
rist Welbeck R M Jessie P. Coxe Convent Higt tassee Francisco Ancheta School, Abilene, Kansas 
County Secondary High School. Mill terre, St. Kitts, BWI Philippine School of Sr. James Margaret, 
S | 7 > Donald Hugo Peter Commerce Manila, Mount St Mary 
: ¥ M Pennsy I Pinkerton Acadet Philippines Academy, St Char! 
PANRK shalton, Surrey, S. 5. Francois Derry Village Dorothy A. Anderson, Illinois 
England \ssise, Assump New Hampshire Senior High, Pak Sr M. Fabian, St 
M N it F n A lemy D a Peterson, High Alto. California Francis de Sales School, 
. School, Hinckley, Neva D. Baker, Idaho Newark, Ohio 
&¢ ° rn Minnesota State College, Pocatello, Sr M. Gerard 
Honorable Mention Teachers Anne Pezzuti, Union Ital St. Francis Convent 
High School, Delat Mr Helen Beaulac School, Honolulu 
. . ( ifornis } chool Surling- 
Gold Seal Proficiency Lourcle Higt Marin- Center Line, Michigan 4 : er Sestsh Binh His S.. pol rlir =. on 
Certificate and Gold a a Wis “— , rs M. El H ‘se a Mary Sch Stonehan Br Benignus, St St. Margaret High 
Sr vre . entral ict arlyle ar senignu t F ° 
and Enamel OGA Pin ~e cua Illinois Massachusetts Xavier's Institution, Bayou La Batre 
? xs it awne y Sr M Matthew Sr. Catherine Anita Penang, Malaya Alabama 
inn le ecastivanda at. Aunustine tick Our Lady Queen of Do-othy Burgdorff, High §r. Marie Frances ' 
Allen ville, = an ee. Chice ad Peace High, Nort! School, Neenal St. Joseph's Secretarial i 
Ren: al Josept HH " Lowell Sr M e line P Arlington, New Jersey Wisconsin Institute Lockport, 
H \ saa oa il Massachu atte . st. Ann Higt Sr. Elinor Rose Jean Craig, High School, New York 
‘ : Beatrice Withar Gloucester, Mass St. Joseph High, Wood-Ridge, New Sr Mary Carmella, 
r. I and Teachers ¢ e ge Sr. Marie France SOMer e Jerse Mount Nazarett 
“Creager Hig! s Massa husett = Josep Secretarial Massachusetts Susie DeMent. High Academy, Pittsburgh, 
se - ——. afte 4 ine it “ta I ee F Sr. Florence Louise School, Montevallo, Pennsylvania 
vets a pen s Jame High, Salem bam gs of St Felicia 
5 Pod , ' Ne or J , Alabama r Mary 
kK _ iG Red Seal Proficiency eS : y 4 i ~ Biren neers nak alter, Gecenettiie or. Marr ee Wicks 
: t _ Haven, Certificate and Gold Mar Ls * 1 . Sr Joseph Marie High. I e. Louisiana tunk. New Jersey 
s Str rvant 4 s fasil ademy, ' g illi ’ ang i < 
St ston ‘College, Baltt- OGA Pin Pox Chea American Dominica Margaret V. Farster Sr. Richard Marie 
aie ; M oat ee ime lennsylvania Academy, Havana, Cuba Linden Hall Junior St John High 
eater Gra L. Carbone. Cush- Sr Mary Daniel Sr. M. Antonine, Shante ‘ ege. Lititz Micddletowr Ohio 
a Academy Ashbur . Hedwig High. Higt Fare Nortl I’e vivania Sr. St. Paul of the Cross, 
ng i Massachuset Detroit, Michiga Dakota Miriam D. Gambrell, Sacred Heart Convent 
gen. i t s Crug te Mary Doloretta Sr M rhéerese-Alma, Girl Hig! Anderson, Quebec, Canada 
ingkok, Pacifican College Good Counsel High District Sel South Caroling Mr Lena Steir 
é Urdaneta, Pangasina Chicago, Il oi , Maree Saskatchewan, Deris G Hig Community Higt 
F I’ ppihes sr Mary Maxime Canada F lore € s School, California 
Gertrude A. Dawson, = Stanislau Kostka Sr. Mary Anita Katherine L Pennsylvania 
H High, Chicag I ‘ St. Josep Academy, 3 M. C. Dur Naomi ( Sullivan 
1 River Sr. Mary Pius, H Wheeling, West Fall River St. Basil Academy, 
I ‘ Family Academy Virginia Massachusetts Philadelphia 
s : Chicage Illinois Sr. Mary of Bethlehem Helen Hohens High *ennsylvania 
Florida I. Vichit Sukthavorr Precious Blood Higt School, Brooten, Molly Ann Weathers 
Wilfri 4 Gamache Assumption Commercial . Holyoke Massact tts Minnesota High School Excelsior 
tliss Business ¢ ege College, Bangkok Sr. Mary Jeromina. Holy Frances Laue Springs, Missouri 
Ir rf Lewistor Maine Thailand rinity Higt Roxbury H and Centra State Laura M. Wellman, High 
ruz Mildred E. Gannon, Hig! Mrs. Margaret E. Var Massachusetts College, Edmond School, Geneva, 
opines School, Clint Scovor Doane College, Sr. Mary Rosalie Oklahoma New York ‘ 
e¢ i Massachusetts Crete, Nebrask St. Josepl High : Mr Anna P. Hymes, Adelaida B. Zamora, 
Israc Mr Albina F. Gibsor Julian C. Woe Higt serkeley, California Industrial High, Tusca- Philippine School of 
Alice Okuda, Hilc Com- High School, Se Sele Tooele. Uta Sr Mary St. Mont sa. Alabama Commerce, Manila, 
é al College, Hil Texas Mundelein Cathedral Mr Laura Me High Philippines 
Hawaii Mr George A. Kempler, 
Mrs. Elizabeth Orem Strayer-Bryant a Blue Seal Proficiency H ° . ° - 
a - ; : é onorable Me ‘e -ate “rs 
Lake Oswego Higl m College Pesdiane al Gall i Tention Certificate Winner 


Oswene Oreg re Maryla 











‘ ; 7 
Car H Petersor Hig Leech, Hig! OGA Pin (Continuing Gold Seal Schools from page 445 
15 Scl Ecorse Schoe Carrollt 
ersice Mishigar Missouri Ruby A. Agnew, Union Central High, Flint Elizabeth R. Traeger iss i 
Winifred Price The Mary McConnell, Giri’s Higt Milton Junction, Mrs Erma Carpenter eacher SYS e Missouri 
Gregg School, Croydon, Higt Anderson, Wisconsir teacher Center High, Kenees City 
Training Surre Engla arolina Ruth K. Baker Adult St. Michael High. Flint 4 High Scho« Caledonia: Mabel C. Church 
Bla B. Roussel, H P. Mnimatides, Evening Sct North Mrs. Harold Bac Patricia Safranek soneien 
itl Ss Dracut car Missic Hollywood, California High Sch Flushing: teacher 
i Massachusetts ercial College Mrs. Louvia V Bowman, Mabel I. Wubbena, 
Perak Dona Squires, Higl iria. Egypt High School of Con teacher Bloomington High, Montana 
¢ Power School Stoneham, Neale merce, Ottawa, Ontario, High Schoc Gwinn: Minneapoll 0 _ ’ o— 
Massachusetts Hinchley Wood County ; k the Anderson, Laura M. Barthelme, Cathe ae pie _ ot 
lerak, Sr M St Francis of School, Surrey, Engla lley, High teacher teacher Se ary Judaitn 
Malaya Annecy St Martir Charlotte Seiffert, | ’ ynwood St. Simon High, 
rerhouse, High, Somerswort! Free High, Cable California : Ludingtor High , SenOos Redwood : Nebraska 
New Hampshire Wisconsin Dorothy R. Byrat High Sr. Mary Placide Falls Mary G. Heery, 
Day ville St Marie Frances St Sr. Josephine Marie School, Stewar lle, eacher St Wrenets H * 
Joseph's Secretaria! I s Teresa's Academy Minnesota e s . , , umphr s 
stitute. Loekpor Boise, Idaho <M. Dew, Andrew Minnesota igh SeAOe, meNeenas Ethel! acher 
venue New York ; St. M_ Ann Joachim College, Cuthbert a (Continued page 488) 
: Sr. Mary Cunigundis, St. « t Hig Georgi High School, Blue Earth teacher ,0 i 
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New Hampshire South Carolina High, Richmond; High School Nortl High School, Sidney 
0 


High School, Columbia; 










































end -onne! Wichita 4; Nora 8, Mrs. Vergel A. Winn, Mrs. Evelyn D. Sehy 
ardine Hig?) Sti teacher Altz, 
a Augustina j r College San Bernardino s0S¢ teache teacher teacher 
Goffstow Mother St Spartanbur wae Se ccecs cago High School, Cressor 
. Spe ire Sr. M. Francell es r —< se 
Hilda, teacher Mrs. Dorcas S, Waugh, yeerens Louisiana Nevada Josephine M. Tananis 
St Anthony Higt teacher - os teacher : 
Manchester; Sr. Mary ‘anads 3 . Cocalico Union Hig 
he ag ? Canada St : Anthony High School, High Sx hool, Carson City: Denver Robert Rae 
South Dakota faton Rouge 5; Mrs. Edith W. Fritsch teacher 
: District School, Marcelin, Sr. Mary Henry, teacher High School, Hughesyil} 
New Jersey pre Saskatchewat teacher Mrs. M R. Stan 
slack Hills Teachers Sr M Therese-Alma J . a artha KR. Starr 
St. Des ' College, | Speartish sonal s ' New Hampshire teacher 
2 omi tc A A len Evelvt Elliott. St <oll  aeoe Maine Lin te 1 Hall Junior 
pion lg ay : a teacher Newca the " New inkertor Academy + oueRe Lititz ; 
Leonarda and Sr. Editt yew . + ; Margaret V. Farster 
Magdale teachers Brunswick; Sr. St High School, Biddeford; Derry Village; Donald teacher 
Hixh School, Summit Tennessee a Gan oe ce, Diaies ©. Sede, . FOMOE, teneter South Eastern Greene 
Bony S.. oaths eed ne —— eacher Joint High, Mapletown 
rinity ' choc ephe i ae . , " 
Westfield; Sr. Joseph hrankli County High New Brunswick M New Jersey es bs : athe 
Eucharia, teacher Winchester; Mrs. Robert Sr. M. Helena, teacher Maryland Catholic: High, M 
! I . . P athol gh auc 
High Scho Westy Rowell, teacher 1 Our Lady of Mt. Carmel Chunk; Sr. M. Natalis 
Maly Hy it tea er Colorado . : Natl arine Commercial Business School teacher 
T ne “ i School, Baltimore Camden . Delone Cathol Higt 
; exas Se. Mary Aret ; ae Sr. M a Delone atholic igh 
N ‘ } k ‘ a eacher ariangela MeSherrystowr 
yew or County Higt Montrose; t. Mary Star of the teacher Sr. M. Illuminata 
Loretto Academy, El Paso; Elizabeth Ashmore Sea, Sel Baltimore High School, Dover; teacher 
High Sel Ithaca Sr. Mary Eulalia teacher 40; Sr. M. St. Gerard Mrs. Mabel Poul Catholic High, Mount 
Eva |} Firr Mary acher Catholic High, Puebl ee teacher Carme Sr. M. Odlilia 
H arik . tu is ine Academy Sr. Dolorita Maris Bethesda-Chevy Chase High School, Princeton: teacher 
M Seager. teachers Sa Antonic Mother eacher Senior Higl _ Bethesda A Myrtle Hensor ungley High. Pitts . 
Our La of Victory Euphrasia, teacher s Mary's Hig Sohn _ Lillia G. Moore teacher Margaret A. Giege 
er A - ence Higt Wa “toe S M - acher ( ier High Wicka k teacher 
Te Sr. M = A Bona e, teacher E) oseph’s Hit Sr. Mary of St. Felicia St. Michael High 
France Teresa. tea o s Mar Walter Higt Sol l Wi , s ‘ Ss Sylvia, ‘ Sr M le illa Pittsburgh Sr M 
Free Academy, Utica teacher Mr Betsey Campbell, eacher teachers Sebastiar teacher 
k M. Dinnes High S “ ! “ r- teacher M High School, West 
‘ her M ina ribsor ' : owe 
a . I assachusetts — Springtield; Marianne 
Central High, Valley eacher Cc . eti eat . e New Me x1cO Carnahat teacher 
Stream; Anne Braas sonnecticu ; Gisentiats Catholic High, York 
acher Utah va BR. Nichols Gadsden High, Anthony; Sr. Marcia Marie 
Ba Academy Hict 2 Jane Lusk, teacher teacher 
. ° ‘ ster or , Business Colleg 
North Carolina The Judge Memorial a wer Sr. St Mrs. Elaine 
High, Salt Lake City Citeaux teacher South Dakota 
Meredith College 2; Sr. José Marta * . st i s Parochial 
Raleigh: Margaret H teacher Florida Charles 
Gregery, teacher teacher National School of 
Vermont High School, Lake Worth; ury. 13 ang pg gy 
North Dakota oe Lin Sr. Mary Jeromina, New York teacher 
High School, ' oe Hish Sel akiewiiets St. Francis Missior 
: : Mrs. Hele — . : Ruth E. Hawkes, Central School, St. Francis; St. M 
rk Dorothy teacher Georgia teen Averill Park: Spes, teacher 
teacher St Louis Higt (ieorgina M Hancher 
ee , . 
, Virgin Islands Andrew College, Cuthbert; Webster; Sr. Joan ag Saat 5 lrennessee 
Ohio Samuel M. Dew Therese, teacher North High, Binghamton; 
teacher Helen B. Harris, 
s Patrick's Con ia : ° P teacher Holston High, Blountvi 
Immaculata Commercial High, Frederiksted : Michigan High School, Geneva: Madge P. MeCoy 
High, Cincinnati 2 St. Croix; Mother Mary Greece Anne Wilcox and Laura _ teacher 
oe Mary Kenneth Leona, teacher High Scho Chelsea: M. Wellman, teachers Central School. , 
eacher .. ' Seong” Pena ee Michelena DeRose, St. Joseph's Secretarial ee 
s anislaus igh, Ts marten « see a — teacher Institute, Lockport Smit, teacher 
oe irginia Marguerit davis, act —— 
ae eland ; Sr M. B orgs 7 Felician Academy, Sr. Marie Frances _ 
ece, teacher sii ta te Detroit 7: teacher “Kas 
s Francis De Sales St. Mary’s Academy sia Sr Mary Ignatius, Guardian Angel Higt Texa: 
ek, Newark \lexandria;') Sr. M Hawaii teacher Troy; Sr. Mary of St. ; me 
Sr. M. Fabia teacher Viola, teacher St. Hedwig High Kevin, teacher High School, —Arlingte 
pg ee ae ee a eee Maryknoll High School Detroit; Sr. Mary mark. Saye SeaTS 
Scho Ottawa Mrs. Claire S. Craun, aryKnol igh senooi, - . I teacher 
pe Mary Florita teacher Honolulu = 14; oe — i, “4 ij Kee North Dakota Senior High. Borger; 
teacher Josephine Kohler, peeps Nila Cooki Zelma F_ Root, teacher 
Ca Central High Washi t ade Meese as University of North Incarnate Word Academy 
Steubenvi Sr. Agnes ashington s Cos vent — ssh choo} Se ae Dakota, Grand Forks: 1 
Jerome, teacher onolulu 14; oe - “ng ie Alice G. Richardson, 
St. Euphrasia’s School Gerard, teacher a Ba ee teacher 
Oregon Beattlo 3; Ida G 
Is teacher Illinois : i 
; Minnesota Ohio 
regon State College = re eae a 
Corvallis: Hilda M West Virginia Fownship Junior College, Mtg ‘itesl: Beles MeNicholas High, teacher 
Jones and Bertha W. eville; J. Bryce Maine Mat innis igi Cincinnati 30; Edgewood High 
Stutz, teachers High School, Wellsburg: , ‘ Pstritch i ! teacher #8 8} Sr. Celeste Marie, San Antonio 7; 
. r ‘ al Strit« igh eacl » “ex is 
> Mrs Maric Fresh 1 Chic as “9 Good Counsel Academy G eka te hts Hiet — “3 il L. Dav 
. water, teacl » hicago 30; “eye * ° a -ights g ache 
Pennsylvania — M. Francis Xavier Mankato: Sr. M gy oe Ry pn ae 
"Fe P and Sr. Lucille Marie, Elisa 1, teacher Neville, teacher | " 
st oT Wisconsin Loyola Mankato ; Nicks ‘Mune Stiat Vermont 
' iomas High Academy Sr. Mary Ambrose 7 mgt ‘en, 
Braddock: Sr M d - # saci Clevelan | : 
Hilary, teacher High School. _ Appleton: pil ice High School, Mapleton ~. we Sone, St. Paul’s High, Nort 
Community Hig! Bruno H Arueger ; a +s Dudley I Crippen : teacher Sr. M. Francis of 
California: Mrs. Lena teacher — ; * Dagger as Apostle pon : 4 rippen, lefferson Towr ship High Jesus, teacher 
Stein, teacher Regis High, Eau Claire ; on Senee - —— Nertaica! Siteb Dayton 7; Mrs. Marcella Bellows Free Academy 
Immaculate Heart of Sr. M. Denis, teacher Chas aRe “a okt ary St. Cloud: Mary A. _ Henry Miller teacher St Albans: Germaine 
Mary Commercial High School, Oshkosh; Pcseeeris H poo Cl oe Almeter, teacher St. Joseph High, Fremont; M. Perrault, teacher 
School, Chester Kenneth A. Jorstad, Mr ™ ‘Geraldlt a coy High School Sr wer Roberta 
Sr. Rose Mary, teacher teacher 5 PCESICENS §=SUONG, " .- - teacher re . 
High School, Easton. rae SS ae. oe St. Mary High, Marion; Virgin Islands 
M. Kathrvy: Newman oe ° ownship igh tvanston; STi as Pe re Sr. Maria Michael, 
M 3. Kerr, J. I W yoming -- Gs, alam — Dorothy R. By ram, ; ap teacher St Mary's Commercial 
Frankenfield M Kies a4 Psion “a “ll concher Taylor High, North Bend; High. Christiansted, 
Schroeder, and E Natrona County High, r a ‘ Hig Se a High School, Wykoff: Mrs. Virginia B St. Croix; 
Albright, teachers Casper; Dauline a a ‘en, | vt as Mrs. Elda J. Glady, ‘ halfant, teacher Mother Marie Dymphna 
High School Fusselman, teacher Myrtle Rose, teacher Saasine Madison Township High teacher 
Elizabethtown; Erma M Trotwood; Mrs. Ava 
Bell, teacher . dian: —— . Benn, teacher . - 
Villa Maria Acede: Indiana Mississippi High School, Waterford: Washington 
Erie; Sr. Brenda Marie, Blue Seal ee oe ae Laura C. Sharp 
teacher a “s ihe A i ecatur; St Francis High teat he r Senior High Wapato 
John Harris Hig Sr. M. Febronia, Natchez; Sr. Mary High School, Winchester Hilda Mesick, teacher 
Harrisburg; Anna } Alab: : teacher tegina, teacher Mrs. Wilna Swearinger 
Rea teacher Alabama Montpelier- Harrison teacher 
ate pa Township School . . les i ink 
“aes, Sensk. Ft High School, Montevall Montpelier; Mrs. James Missouri Oklal West Virginia 
8. Jessie oxe, igh School, mtevall a J "e 
teacher Susie DeMent, teacher G, Nunn, teacher anoma . > _— 
St. Joseph High High School, Maysville; Davis and Elkins College 
i talents ao ae it . yg 3 » . Elkins; Gloria 
Natrona: Sr Therese i # — r¢ Ruth Owen, teacher High School, Healdton; - ' 
Marks, cack 8 Arkansas lowa St. Elizabeth ‘Academy Mrs. Ethel D Payne, teacher 
Busine College F . : St. Louis 18; Kendrick, teacher High School, Follanshee 
New Castle: M. Isabel St. Anne’s Academy, St. Mary’s High School, Sr. Mary Joseph, teacher A. J> Campanelli 
"age _—— Fort Smith; Sr. M, Clinton; Sr. Mary Heler High School, Unionville teacher 
Crawford. teacher 1 High School nionville; . 
Ika twin Sone! p Higt DeSales, teacher Regine, teacher Geneva Babbitt, teacher Oregon St. Joseph's Academy, 
ittsburgh 27 Ms owl Immaculate Conceptior Wheeling; Sr. Mary 
- ato ioe cad avenpm . High S ) as nita he 
- AR mt tear im r British i ny. pees Montana ; _ =. i + Anita, teacher 
ormont High, Pittsburgh 7 . Sr. Dé , all, 
; - 2S 2s teacher teacher rs . 
x : — J. Sutton, W est Indie s pais St. Mary’s of the Mount, Union High, Molalla; W isconsin 
ache r e a: S , Ss g < » de 
The Convent High Kansas Cleaned vow Ba sss oe oar oe Ser Higt 
»} “ae . Basseterre St Kitts: sel ee ‘ . KS, ea 1 : t lor igh, 
Philippines oy : Custer County High Senior High, Oregon City: Fond du Lae; 
ee eed Joseph Mary, High School, Anthony Miles City, Evalyn T KR. Garfield, teacher Kuth M. Costello, 
Holy Ghost Colle we ee ; la " line Chamberlain, Isaac, teacher Lake Oswego High teacher 
: i acher Oswego; Mrs. Elizabeth Aquinas High, La Crosse! 
Manila; Sr. Rosabella Cali ° H “a ‘Sel lok. 50, guEnS 8 8 
re * . ‘a igh Sc wol Erie; I Orem, teacher Sr. M. Eugenie and 
acher alifornia Mrs. Edith Willson, Nebraska Sr. M. Baptiste, 
ee j ' — : teacher ' P . - | . teachers 
Rhode Island . 7 70s pa Hig 1 School High School, Frankfort; Rock County High, ennsylvania High School, Menomonee 
ferkeley 3; Mrs. Anna B. Heaney, Bassett; Verna Lee Falls; E » Brede, 
Sr. Mary R - a ; rlaine re 
St. Clare Higt wb: gig osalie, - — —— ; nest . Kindig, teacher High School, teacher 
: nee . Pache ayden igh School, igh School, BRenkelman Chambersburg: High School, Rib Lake; 
VW » ocket » S 4 4 4 4 ° ££; igh Scho 1 a , 
Martian . 4 fd M. St. ot, soon Wich, Pomot a t Topeka; Sr. Mary Shirley L. Andersen, Marguerite B. Cook, Dolores Dietzier 
or, J oloria, teacher Corine, teacher teacher teacher teacher 


188 TODAY'S SECRETARY e June, 1952 








Nort 


f 
of 


lemy 


rmaine 
acher 


nds 


ercial 
ited, 


mphna 


ym 


bprat 

teachet 
nia 
College 
M 


lansbee! 
l 


emmy, 
lary 


lo, 


Crosse | 
and 
e, 


nomonee 
Srede, 
Lake; 
r 





Test Material for 
OGA Membership 


Junior OGA Test 


Ae 4 4, -o> -_-_ xy a «+t a 6“ 
@ a) 

ee aoe ae eee P iin Cato 

_f ies? Pai i * cy, ,* Ye es - 


, AZ aif Z OOP ap 
PO ck MUTT FP tvtime 


Style Studies 


+.” ——_l;, wt C2 
= 2 
i a al i & ww Pi oS? “a - 
, ie A. 
e Z 
4 al —" i = ? i <i 2 “> —) 
as 7 | 
rd _—— a a J a se ¢ — r “2 7 eo P 7 
be “ ) 
cL— —tur os - a —— Cx = © ; 


Ge “ ——— C Cc ec y Cy Pa gE “a 


om poo <) 
4—~ ( , — or 
——— o —— ies 

uu a a _— ey 
oa OP tnd Yu BPs fa 
A 2 roms ae - 


TODAY'S SECRETARY e June, 1952 





NOTE 
TO CANDIDATES 
FOR AWARDS 


All clubs of test papers should 
be accompanied by a typewritten 
list of names to expedite check- 
ing and assure accuracy in mak- 
ing out certificates. June copy is 
good as membership tests for 
OAT, CT, and OGA awards until 
receipt of the September, 1952, 
Issue. 


A fee of 10¢ is required with 
tests submitted for certificates, 
except for the Superior Merit or 
the Attainment Certificates, which 
are 50¢ each. Pin awards are 25¢ 
each. Applicants for both certi- 
ficate and pin should remit 35¢ 
to Gregg Awards Dept., 330 W. 
42 Street, New York, N.Y. 











Shorthand Test 
Instructions 


Copy the tests here in your best style 
of shorthand, trying to make your notes 
look as nearly as possible like our expert 
penman’s notes alongside. The tests may 
be written in one or in two columns, on 
your regular notebook paper or on any 
other stationery that will allow you to do 
your best work. Ruled paper helps keep 
your writing uniform. 

The Junior Test is offered to enable the 
writer to see whether he is practicing cor- 
rectly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who 
feel that they have developed a good 
practical style of penmanship that will 
assure accurate transcripts on the job. 
Acceptable specimens entitle the writer 
to membership in the Order of Gregg 
Artists (OGA), 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to prop- 
er curve, slant. and joining; and (3) the 
correctness of proportions maintained 
throughout the specimen submitted. A 
“Key to the Marking of OGA Tests” is 
returned with any failing papers, which 
gives detailed criticism of the faults of 
style noted by the examiner. 


Style Studies 


A few words are selected each month 
from the Membership Test copy on which 
you may find preliminary practice help- 
ful. (Junior candidates may practice these 
forms with profit.) Writing over and over 
the printed outline for any word that you 
cannot execute easily will give you the 
“feel” of the correct form; then writ- 
ing over outlines of your own in this 
way will show you whether or not you 
have developed good control. Note that 
there is practically no deviation in our 
expert's “rewritten” forms that begin the 
lines of Style Studies in the middle of the 
page. You can test your own writing of 
the basie forms by placing the Corrective 
Slide over your notes. 
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June Competent Typist Test 


(To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes 

Words Words 

When a person from the big city has 7 around as if shadows were things to 349 

occasion to visit a small town, he notes 15 be wasted. 351 


with real pleasure and a wee bit of envy 24 
all the features that make the town as 32 
personal as his own name and as inviting 40 


After talking business quietly and sin- 359 
cerely and honestly until noon, he is taken 40s 
to the president’s home for lunch. It 1s 376 


as a fireside and a shelf of books. 47 ee 
served in the cool of a summer porch, while 3:5 

As he drives over the many streets that 55 from the nursery the sound of a child’s 39 
have graceful trees growing along their 06: laughter pricks the air about them. see 


curbing, he notices that though there is 71 
plenty of traffic it seems orderly and 79 
patient. No one is trying to beat the red 3s 
lights, and there is no jamming of brakes. % 
The traffic cop is smiling and greeting the 105 
townsfolk as they pass by in their cars. 114 


In his room at the hotel that night, the 409 
city man is amazed to receive a phone call 417 
from a cheery feminine voice. She tells him 426 
that the manager is wondering if he is 434 
perfectly comfortable. As he stammers a 432 
yes, she again assures him that they will 451 
Just outside the business section, after- 122 be glad to be of service to him if there is 459 


noon tea is being served on wide and sunny 13) anything they can do to make his visit 407 
porches, tennis is being played in more than 13" more pleasant or if there is anything he 475 
one side yard, old folks are rocking back 14s may need. He then slips off into a deep 4s3 
and forth under colorful awnings, and two 1:0 — Sleep, with the most wholesome of thoughts 492 
tiny children are riding in a pony cart. 104 lingering in his mind. His business trip has 501 
Some busy matrons are talking outside the 173 not only been successful but it has been 509 
local meat shop while others are watering 1s! relaxing and good for the soul. He is happy 51s 
the streets in front of their homes, counting 190 that he has had the chance to meet such 526 
the new buds on the rose bushes and clip- 19 wonderful people, and he almost dislikes 535 
ping the ivy that covers their houses. 206 the thought of returning to the rush and 343 
turmoil of the big city except for the fact 552 
As the big-city dweller leaves his car to 215 that he has a grand family and a fine group 500 
enter the large plant he has come to visit, 225 of friends of his own waiting for him to 509 
he finds that it is located amid flagstone 232 return home. 57] 
walks, evergreen trees, and neatly trimmed 24! 
hedges. Off to the left is a great apple 249 It is very true that the grass always looks 5s0 
orchard. It is hard for him to believe that 258 _ 8’eener in the other fellow’s yard; for, as 589 
big business exists in a setting such as this 207 he prepares to leave the next morning, the 598 
a big business that produces a product 275 city man is surprised to have a young man_ 606 


known all over the country. At the desk in 283 9 WhO is located in the small town ask to be 615 
the front office, he sees a young lady who 23 ‘et know of any good opening in New York; 625 
smiles because she wants to smile. She 301 the young chap would like to get away 0631 
seems glad to see him. He visits with the 309 from this small town to a place where there 639 
president, whose office looks out toward 318 is a chance to make good. Poor fellow, if he 649 
rolling hills that seem to be tumbling over 325 OMY knew and appreciated how well off 050 
each other. Beautiful clouds among the 33; he is now! 658 
summits are throwing purple shadows 342 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
Adapted from a copy of The Cubby Hole, a heuse organ of James F. Newcomb & Company, Ine. 
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Picture Me—continued from page 480 
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se) Top Secretaries the country over are all abuzz about Beautyrite! 
And no wonder! New, lightweight Beautyrite produces many 
? more cameo-clear carbons in one typing...saves vision, time and 
temper. Beautyrite can end “double-typing” for extra copies, too, 
and the clarity of each carbon will please everyone in your office. 
- y rt : > 
= For you, Beautyrite lies flatter than flat, without so much as a “..,. really lies flat... no curling” 
ripple. No more curling carbon paper to gum up your typing 
yi pack...no more “treeing,” with its telltale “chicken-track” marks 
ee on your carbons. Yes, top secretaries find they just can’t lose with 
Beautyrite. Join them in this discovery today! 
Fil 
» : Your Beautyrite folder is waiting for you. Mail the coupon todey and find 
> teks out how to “get all the copies you need and read all the copies you get!” | 
a, bie 
a 4 “e 
uf? ... much easier to handle 
a Curved-cut corner lets you hold 
IS oa a ail 
original and copies without press- 
: Remington Rand, Room 2142, 315 Fourth Ave., New York 10,N. Y. ing on carbons. 
i Please arrange for a FREE demonstration of Beautyrite in my office 
- no obligation, of course. Guide holes help you space prop- 
Ps [} Please send me the folder RSC 238 describing Beautyrite Carbon —_— erly and center copy correctly 
| Paper. 
— ee ee 8 ——_ Uncoated edge for faster, cleaner, 
So ; easier handling. Helps you separ- 
a ee — , 
ate carbons from typing pack. 
a Address____ ———— — , a 
“Special treated back eliminates 
» City ——-________Zone______Stote__________— curling and “‘treeing.” Prevents 
= 054) slippage, too. 
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Watch for this new text-reference 
for advanced specialized training 





Gregg Nedical Shorthand 
Manual and (Dictionary 


Effie B. Smither 


Important for advanced training . . . invaluable to the medical secretary or 
stenographer on the job... Gregg Medical Shorthand Manual and Dictionary 
is a combination text and reference containing about 6,000 medical terms with 


their shorthand outlines written in Gregg Shorthand Simplified. 


Special sections include: 1,000 frequently used phrases, homonyms, and 


synonyms, and a study of the courtroom reporting aspects of medical stenography. 


The book features detailed cases in both shorthand and type, helpful sug- 


gestions for teaching and testing, and the Key. Ready this Summer. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


ee fe .330 W. 42nd St. Patines t....6scisccess 22390 Pace Ave. 
eS a ee 111 N. Canal St. Sean eee 253 Spadina Rd. 
SOW PLOUCINO Bo kicccvcccwcss 68 Post St. RiGee: WW Bic. Beicckescwca 51 Russell Sq. 
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Tricky Letters— 


OMETIMES we wonder whether 

there is such a thing as a “simple” 

letter—there always seems to be some- 
thing intricate and special. 

Take this month's Junior OAT Test 
at the top of the next page, for 
example. Just a simple “sales” letter 
—doesn’t even have an inside address 
or salutation. All you have to do is 
imagine that you are going to mimeo- 
graph it. So, of course, you must type 
a “letterhead” on the page, and then 
date and set up the letter. 

But take a second look! The letter 
tells the customer to telephone the 
firm that is mailing the letter—and no 
phone number is given. So, when you 
invent the letterhead, you have to be 
sure to include some kind of telephone 
number in it. Tricky! And how will 
you display that all-cap “teaser” and 
the line following? As a Subject line? 
No—but instead of the usual inside 
address and salutation—just to catch 
the eye—typed in four lines. 


THE SENIOR TEST (bottom of the next 
page) has more teeth than a shark's 
jaw! Note how many items you must 
prepare to do the Senior OAT job: 

1. Type the letter. Use any style 
you like; provide whatever name, ad- 
dress, etc., is necessary to make the 
letter a complete one. 

2. Type the enclosure (reply card), 
Arrange it neatly on a half sheet. 

3. If the person who gets the letter 
does want to join the “All-Points Travel 
Club,” he'll need an envelope for re- 
turning the acceptance card. So, pre- 
pare an envelope addressed to the 
Club Secretary (or slip of paper cut 
to envelope size) as a second en- 
closure. 

4. The letter says that your firm is 
sending a brochure. So, a label for 
mailing the brochure has to be pre- 
pared, too; type one—addressing it to 
the person who is to receive the letter. 
If vou do not have a label, prepare 
one on a slip of paper measuring 4% 
by 2% inches, 


TRICKY? COMPLICATED? No more s0 
than the normal typing job in the of- 
fice. Can do? Of course, if you try! 





REMEMBER— 
ALL CLUBS OF TEST PAPERS should 


be accompanied by a typewritten list 
of names to expedite checking and 
assure accuracy in making out certifi- 
cates. June copy is good as Member- 
ship tests for OAT, CT, and OGA until 
receipt of the September, 1952, issue. 














ext 
rk’s 


ust 


tyle 
ad- 
the 


rd). 


-tter 
‘avel 
y 7 
pre- 

the 
> cut 

en- 


‘m is 
1 for 
pre- 
it to 
etter. 
ppare 


Vv 
ig 44 


re so 
1e of- 

! 
1 try. 


hould 
n_ jist 
x and 
~ertifi- 
»mber- 
\ until 
issue 


the Kind That Puzzle Typists 


Letter for Junior OATs: 


A VALUABLE AID TO THE SMOOTH-FUNCTIONING OF 
YOUR OFFICE ROUTINE... 


. and as near as your telephone. 


(Name of firm) offers you experienced, competent, adaptable office 
help to substitute temporarily for your employees who are ill or on 


vacation, or to augment your staff in that inevitable emergency or 
overload. 


No costly and unanswered help-wanted ads . . . no time-consuming 
interviews ... no tax deductions . . . no bookkeeping and endless 


clerical detail. You simply phone us, tell us your problem, and we do 
the rest. 


These employees are on our payroll and are covered by social security, 
withholding tax, unemployment insurance, and disability benefits— 


all the bookkeeping is done by us; and we bill you NET, once a week, 
for the actual working time only. 


Phone NOW for our rates, or file this letter in a convenient place for 
ready reference when the need arises for our service. A phone call will 
spare you needless personnel headaches now and in the future. 


Sincerely yours, (NAME OF FIRM) Milton M. Early, Manager 
(Identification initials) 


PART I—Letter—SENIOR TEST 


(Supply date, name, address, and salutation) 


It is a pleasure to send you the details you requested about membership 
in All-Points Travel Club. The brochure that we are mailing to you today 
will tell you the whole story of our organization—its purpose, its his- 
tory, its advantages to members. 


The return of the enclosed Membership Acceptance Reply Card will 
put you on our rolls as a full-fledged All-Points Traveler! 


Your official membership card and the Club’s Tour Program for 
the next three months will be mailed to you as soon as your membership 
is received at the Secretary’s office. 


We shall look forward to welcoming you into our circle before the 


end of the month. Cordially yours, (supply name) Chairman, Member- 
ship Committee. 


(Enc. and identification information). 


PART IIl—Enclosures—SENIOR TEST 


ALL-POINTS TRAVEL CLUB MEMBERSHIP ACCEPTANCE 
REPLY CARD 








ALL-POINTS TRAVEL CLUB 
115 Arch Street, Philadelphia 2, Pa. 


9 privileges include: I accept your invitation for Membership 


in the All-Points Travel Club, entitling 
me to all privileges as outlined, effective 
at once. 





Subscription to Travel 
Accident Insurance 
Information Bureau 
Motor Touring Service 
Hotel Discounts 


‘mn 4 wh — 


[] My membership fee of $5 for 1 year 
is enclosed. 
6. Film Library 


2 ) Bill me later. 
Travel Book Club 


~ 











8. Membership Insignia Name__ = 
9. Mail Forwarding Service aden 
City __State 





Membership will become effective only if this card is mailed within 10 days from 
date you received invitation. 
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gavin and hutchinson’s 


. 
0 
helerence 
Praised by teachers, office man- 


agers, in-service training directors, 


and practicing stenographers. 


Manual 


All the information that makes the 


difference between ‘just getting by’ 


and top secretarial performance. 


oem 
= 
—s 


A thorough, teachable text with an 
up-to-the-minute treatment of tran- 
scription style and English, sup- 


ported with tests and exercises. 


Stenographers 


A concise, easy-to-use reference, 


ee 


written in nontechnical outline 


form, with unique ‘instant’ indexing. 


and 


* 
e Text edition: 192 pages; list, $1.20. 
* (Graduation suggestion... it’s a 
a 
e career-centered gift she won't soon 
e forget.) 
. 
| { 
° Vp 
e 
e Order from nearest Gregg office. 
7 


gregg¢g publishing division 
= McGraw-Hill Book Company, Inc. 





* 

@ New York 36 * 330 W. 42d St. 
e@ Chicago 6 © 111 N. Canal St. 
@ San Francisco 4 e 68 Post St. 
e Dallas 1 7 2210 Pacific Ave. 
@ Toronto 4 . 253 Spadina Rd. 
@ london W.C. 1 . 51 Russell Sa 
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LETTERS FOR A TRAVELING BOSS 


Continued from page 405 





Room Clerk 
Cadillac Hotel 
Detroit, Michigan 


Dear Sir: 

Will you please reserve a single room with bath 
for Mr. Henry Nelson. Mr. Nelson is arriving in De- 
troit by plane on July 7, at 8 pm. Will you, there- 
fore, hold his room for late arrival? He will be le: ving 
on July 9 at 10 a.m. 

On his last visit to Detroit, Mr. Nelson stayed at 
the Cadillac and was very much pleased with his 
accommodations and your service. He had room 1022, 
which was quiet and away from the elevators. Could 
he have this same room again? Or one in the same 
location on one of the other floors that is considerably 
above street level? 

Will you please confirm this reservation to me. 

Very truly yours, 
Secretary to Henry Nelson 


Wie iw cuicaco, Mr. Nelson is to attend a luncheon 


given by the Chicago office. Among others, several 
prominent businessmen have been invited whom Mr. 
Nelson has never met. The connection he wishes to 
there- 


right foot with these men. He 


establish will be an important one; he must, 


fore, get off on the 


— 


asks you to obtain as much information about them 


in advance as possible. You will write to the secretary 


of the manager of the Chicago office and ask for help. 


Dear Miss Cameron: 

Before Mr. Nelson leaves on his trip, I should like 
to be able to give him the details of the luncheon that 
the Chicago office has planned for July 10. You prob- 
ably have made all the arrangements for it and will be 
able to help me out. 

Mr. Nelson has never met Messrs. K. Adams, F. Wil- 
liams, and J. Abernathy. It would be very helpful 


to know something about their personal lives. Do you 
have any pictures of them? Could you send these to 
me? Do you know anything about their interests or 








Safeguard’s Lowston D-R-T 
and SOUND ABSORBING CUSHION 


eee eee eee eeeeeeeeeeeees 
were tata tatetatetetatetateteteteteteteteteteteeeee 
. eeeee eeeeeenee 





1. Dry rubber tool keeps typewriter 
type clean No liquids — no 
soiled fingers. 









2. Ritchie sponge rubber cushion 
anchors office machines. Elimi- 
nates vibration and noise. 


: write for FREE literature 


2 > @ BET s 
(Aas g LANSDALE, PENNA. 
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hobbies—golf, bridge, or whatever they are? Does any 
one of the men have an outstanding, distinguishing 
characteristic, something that will make Mr. 
recognize him at once? 
children? 


Nelson 
What do you know about their 


Will you also please send me a diagram of the 
seating plan for the luncheon. 

I think if Mr. Nelson has this information a few 
days before he leaves New York, it will help him 
greatly in establishing friendly relations with these 
men more rapidly 

Will you also please confirm to me the hotel res- 
ervations you have made tor Mr. Nelson while he 
is in Chicago. 

Thank you very much for your co-operation. 

With best regards, 

Very sincerely yours, 


Secretary to Henry Nelson 


SOMETIMES, IN SPITE OF THE BEST-LAID PLANS and most 
detailed 


delayed; hotel reservations have not been held by the 


arrangements, things go wrong. Trains are 


hotel; or there is a misunderstanding about the time 
iid place of meeting. Mr. Nelson once had such an 
experience, when he was stranded ten miles from 


nowhere with no hotel room and no other address 


to call. Since then, he is very caretul—and so are vou. 
Mr. Nelson is stopping off in a small town, where 
plans to inspect a factory. The superintendent of 
the factory has made reservations tor him at the local 
vou will write 


asking for 


inn. To take care of anv emergency 
the following letter 


his home address and telephone number. 


to the supe rintendent 


Dear Mr. McGrath: 

1 am confirming Mr. Nelson’s plan to visit your 
plant on June 4 He will arrive at Lakeville on June 3 
at 7:35 p.m. and will go to the Lakeville Inn, where 
you have reserved a room for him. 

Would you please let us have your home address and 
ig FRY ‘number? Inasmuch as Mr. Nelson is arriving 
in Lakeville after factory closing hours, he would 
like to have this information so that he can reach 
you in the event of an emergency. 

Mr. Nelson is looking forward with pleasure to 
seeing you again. 

Very sincerely yours, 


Secretary to Henry Nelson 


NOW LET US REVIEW the main points of these letters: 


Check your dates and davs when making 
be sure they coincide 
2. Ask hotels to hold reservations for late arrival if the 
Hotels will hold) rooms only until 6 
p.m. if no other instructions are given 
3. Tell the hotel you liked its service, if you did. This 
] 


issures Vou good SeTV 1c 


arrangements 


urival is after 6 p-m. 


establishes a friendly contact and 
in the future. 


4. Trv to obtain 
for your boss. 


all possible information to make things 


easy 


». Obtain that emergency 
vm sti inded, 


iddress, so that vour boss wont 
] 


Your traveling boss will appreciate you all the more 


when he knows he can rely on you for these details. 
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Touch the keys of an IBM Electric Typewriter and you'll : 
“ . realize instantly that here is a real partner in turning out e IBM, Dept. TS-2 
oe beautiful work . 590 Madison Avenue, N. Y. 22, N. Y. 
. > 
Phis An IBM is so easy to operate. Finger and arm travel are ° O Pd like to see a demonstration 
oie i y ‘ bd if the IBM Electric Typewriter 
evil reduced to a minimum. You save time. . . and energy. ° Tore rll omateaate 
‘ ; ’ * : a O Please send brochure. 
things Give this partnership the advantages of specially designed , 
IBM Ribbons and Carbon Paper and you have the perfect © Name—_— 
% . . ‘ : “ 7 
won combination for quality typing production. ‘ 
- . c ompany = a 
You and your company, too, deserve the benefits of all $ 
more § these partners in perfection. . —__—_—_—_—_— 
1. +. 
etails INTERNATIONAL, BUSINESS MACHINES * — City— __ State - 
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WHETHER YOU FILE . ; - Alphabetically, Numerically, Geographically, 


Chronologically or by Subject Indexing, THERE IS A SMEAD SYSTEM 
ALREADY TAILORED TO FIT YOUR NEED! 


SMEAD manufactures 
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specify SMEAD products. 











THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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“Dear Boss, 
i'm putting on. 
weight... 
and 
love it! 


“Like you said, I’m carrying a heavier work load 
than ever. For my part, I’m glad to do it. 
But now, Boss, | need help. 


“| need a SoundScriber to make my job... 
and yours...so much easier. With SoundScriber 
you dictate when you’re ready. | transcribe 
when I’m free. Both of us get 
more time to do more work with less effort 


and nervous tension. 


“SoundScriber’s a dream to operate. 
‘Television Indexing’ makes transcription 
simple as looking into my compact. 

It's beautiful equipment, too, so smart and 
trim. And so light! You can take it 

with you on business trips 

and mail your dictation back to me. 


“So, please, Boss... June 4th is 

National Secretaries Day. How about 
celebrating with SoundScriber? 
You can get the facts by writing Dept. TS-6, 


The SoundScriber Corporation,’ 
New Haven 4, Connecticut. 
Today! Okay?” 


/SOUND/CRIBER 


Trade Mark 


First All Electronic Dictating System @ First Disc Dictating Equipment 


230 Sales and Service Centers Coast to Coast 
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Answer woman says, the, 4, 
61, 111, 205, 213, 263 

Are you a good lib 
also, 149 

Art of cluttering up a desk 
the, 440, i, s 

Art of many uses, the, 

Art typing, 38, 255 

Art typing series, see Julius 
Nelson 


Awards series, see Ulrich 


arian 


13, a 


Bachelor boss, 130, i. s 
Be your own private 
tary, 200, i 
Best time I’ve ever had, 220 
‘Between you and I,” 330 
Blue willow tea set, the, 41 
Boss has to say “no,” the, 
85, 1 
Bowman, Allen, 
Tale of a typist, 349, s 


secre- 


“Bread-and-butter” letters 
you write for your boss, 
201, i 

Brighton, Nellie, 

The clock with only one 


hand, 239, i, s 


Caring for the fingers on the 
keys, 70, i 
Certified professional 


taries, 75, 308 


secre- 


Change of heart, 336 s 
‘hoosing thr prope! filing 
system, 175, i 
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the, 239, i, s 
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June 
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home permanent, 135, i 
Dean, Edith M., 


Helen Jansen, supervisor 
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248, ‘. s 

Where there’s a will, 293 


Madhouse, 492, i, s 


Definite facts about indefi 
nite words, 425 

Diamond medalist at 18, 
317, i 

Dictating machines. don't 


bite, 119, i 
Dictation machines can be 
fun, 340, i, s 
Do you know the 
machines, 417, i 
Do you know 
Writers, 97, i 


dictation 


youl type 
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Does a quotation always be- 
gin with a capital letter, 


97 


~~ 
Don't get rusty, 376 
Double-duty dictation, 192, 
241, 302, 348, 392, 437 
Easiest way to set up a 
table, the, 270, i 
Edgington, Raeburn, 261, 317 
Elevator case, the, 153, i, s 
English for transcribers, see 
Hutchinson 


Evelyn’s merry Christmas, 
180, i, s 

Expert typist series see 
Lloyd 


Experts on shorthand and 


posture, 292, i 
Facts about figures, 374, i 
Fair and cool for summe1 
176, i 
Farqueharson, Jack, 
Dictation machines can be 
fun, 340, i, s 
‘ashion footnotes fo1 
fort, 280, i 
‘fashions, see Wear to Work 
fashion series 
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r 


» 


tT 


com 


—~ 


agency secretary 1 
How to do nice things for 
a nice boss, 126, i 
A change of heart, 336, i. s 
Just before your vacation, 
$13, i 
‘iling buymanship, 428, 473 
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Filing numerically, 2 
Filing “out” systems, 275, i 
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Tiling procedures... getting 
things organized, 68, i 

Filing series, see Kahn 

Filing works for you, 14, i 

First birthday, a, 242, i. s 

Flying can be your speed, 
166, i 

Flying secretary, 136, i 

Foreign cities, 
chart of, in Gregg Simpli- 
fied, 191, s 

Foundation of your business 
career, the, 282 

From and to the editor, 2, 58, 
106, 162, 210, 258, 306, 354 
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From honor ro 
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ll to glamor 
job, 373, i 
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Do you know the dictation 

machines, 417, i 

Fugitive file, 94, i. s 

Fun to build an achievement 
record, &6, i 


Garvey, Claudia M 
Pen in your life, the, 49 
Gay, Julia, 
Want-ad wisdom, 
Getting into high gear, 339, i 
Getting your boss ready for 
his vacation, 364, i 
Girl reporter in action, 254, i 
Glossary, 56, 104, 160, 208 
256, 304, 352, 400, 448, 500 
Good secretary, a, 297 
Gorham, Neta, 343 
Graded shorthand material 
The blue willow tea set 
41, s 
It happened Sunday afte 
noon, 99, s 


133, i. s 


297 


The elevator case, 153, i S 
Graham, Billy, 277 
Grammar. see Hutchinson 

The answer woman 


Grooming series, 
Adding and_ subtracting 
with your hair, 30, i 
Caring for the fingers on 
the keys, 70, i 
Curl cues, 135, i 
Facts about figures, 374, i 
Interview inspection, 420, i 
McClane, Tessie 
goes shopping 
Gross, Marthe Angerer, 
On the job with a fashion 
secretary, 16, i 


See also 


Hair Fashion Council, 
Adding and_= subtracting 
with your hair, 30 
Halpin, Constance L., 
Office equipment secretar- 
ies would like to have, 
23, 101, i 
Secretary to a 
167, i 
Have you ever thought of 
becoming a public ste- 
nographer, 196 
How to promote a promo- 
tion, 325 
Happy birthday, 442, i 
Helen supervisor, 
78, s 
Here it is: the annual OGA 
Contest, 177, i 
Hosler, Dr. Russell J see 
Double-duty dictation 
How does your garden grow, 
366, i 


puppeteer, 


Jansen, 


How long is a minute, 143 

How many after a 
period, 284 

How to arrange for a lunch- 


spaces 


eon, 365 
How to chase a rainbow, 36 
How to do nice things for a 
nice boss, 126, i 
How to get a raise, 145, i 
How to make hotel reserva- 
tions, 229, i 
How to promote a 
tion, 325 
Hunter, Caryl, 
Fugitive file, 94, i, s 
lutchinson, E. Lillian 
quotation always 
with a capital, 27 
When to use a semicolon 
instead of a comma, &]1 
Which 
quotation mark « 
don't strike 
comma key, 203, 226 
How many spaces after a 
period, 284 
“Between you and I,” 30 
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begin 


comes first the 
! 128 
that 
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Let me _ see is it “who’ 
or “whom,” 381 

Definite facts about in 
definit« words, 425 


I didn’t know, 51, 60, 263 


If you’re in a holiday mood, 


194, i 

I'm sorry” and “I’m glad” 

letters you write for your 
. )" 

boss, 274 


In the news, 3, 59, 109, 261 
398, 446, 450 
Interligi, Josephine, 322 
International 
Machines Corporation, 
How long is a minute, 
143, i, s 
Interview inspection, 420, i 
Introducing the OGA Con 
test winners, 482, i 


Business 


Code: 
a —author’s picture 
i illustrated 
8 shorthand plate 


Jackson, Ruth A., 
Shorthand goes to college, 
25, s 
Jensen, Ann, 
Secretaries overseas, 459, i 
Jessee, Jill, 
Caring for the fingers on 
the keys, 70, i 
Joseph, James, 
Secretary at 
Aircraft, 11, i 
Secretary in the high Sier- 
ras, 115, i 
Secretary at 
267, i 
Secretary on a 
ranch, 313, i 
Just before your 
$13, i 
Just chatter, 356, 404, 452 


Northrop 


Yosemite, 
9 000-acre 


vacation, 


Kachigian, Nattey 
Steak—50 cents, 250. i 
Kahn, Gilbert, 

Filing works for you, 14, i 
Filing procedures—getting 
things organized, 68, i 
Rules for indexing and fil 

ing, 120, i 
Choosing the proper filing 
system, 175, i 
Filing numerically, 222, i 
Filing “out” systems, 275 
Keeping your files stream 
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Ghteavk ut ind 


People like compliments, especially girls, big 


or little. And it’s surprising how many girls whose 








































typing you admire use Columbia Typewriter 
Ribbon and Carbon Papers. 


Well, maybe it isn’t surprising—at least it 
isn't when you get to know what all these 
experienced secretaries have learned about 
Columbia products. 


First comes pleasure- the joy of working with 
sheets that are clean to handle and ribbons that 
can be changed without smear and mess. Then 
comes amazement—how many times you can 
use Columbia Ribbons and Carbons and still get 
that sharp, clean “first time” look. Finally comes 
satisfaction and the end of shopping around. 
You know how it is when you find just what you 
like and don’t want to be bothered with things 
that never quite measure up to your expecta- 
tions. Columbia Ribbons and Carbons are really 
that easy to get along with. 


The fellow who pays the bills has his measure 
of satisfaction too, work that he is proud of 
and genuine “in-the-pocket-book” economy, 
based on service value. 


So, times awastin’. Call your local Columbia 


| ii 

i N, 
stationer and let his salesman introduce you to 
the wonderful experience of working with good 
Columbia Ribbons and Carbons. And if you run 
into “tough-nut” typing problems, your stationer 
or the local Columbia factory representative 
will gladly help you crack them, We'll tell you 
who they are if you don’t know them. Write, 
right now. 


CotumBia Rippon & Carspon Mec. Co., Inc. 
103-6 Herb Hill Road, Glen Cove, L. L., New York 


Silk Gauze « Marathon -»« Commander 


Classic - Rainbow - Pinnacle « D.H.&D. 








1951-1952 PRIZE WINNERS 


Gsterbrook 


NATIONAL GREGG SHORTHAND CONTEST 


| WERE THEY ARE.-- 8 ----~-------------------- ‘ 
THE TOP WINNERS... 1 
IN ALL FOUR DIVISIONS ! 
i I 
SCHOOL CITY TEACHER 
HIGH SCHOOL DIVISION (Class 1) 
| First Prize Washington High School Sioux Falls, S. D. Fidelis Walter 
Second Prize Fordson High School Dearborn, Mich. Beatrice C. Simmons 
I 
| HIGH SCHOOL DIVISION (Class II) 
I First Prize St. Joseph High School Lowell, Mass. Sr. Saint Matthieu I 
Second Prize John Carroll High School _— Birmingham, Ala. Sr. M. Mildred, O.S.B. 
, 
| COLLEGIATE DIVISION (Class 1) 
First Prize Woodbury College Los Angeles, Calif. Mabel C. Morton ; 
| Second Prize Bliss Business College Lewiston, Me. Wilfrid A. Gamache | 
I l 
I I 
COLLEGIATE DIVISION (Class II) 
I First Prize Walla Walla College College Place, Wash. Mrs. H. E. Weaver 
: Second Prize Mary Dalton Frye Abingdon, Va. Mary Dalton Frye | 
Private Sec'l School 
de J 


Our congratulations to the winners... and sin- 
cere appreciation to the thousands of teachers 
and students who participated in this nation- 
wide contest. 


There will be a new contest for 1952-53 announced 
this fall. Watch the Esterbrook ads for complete 
details and coupon to enter your class. 


THE ESTERBROOK PEN COMPANY 
Camden 1, New Jersey 


Gsterbrook 


THE GREGG-APPROVED PEN WITH THE INSTANTLY RENEWABLE POINT 
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